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CHANGING YOUR NAME? 


Moving to another state... 
another town . . . another street? 


THEN please notify your NSA 
Executive Secretary, 


Miss Helen J. Boyle 
25 East 12th Street 
Kansas City 30, Missouri 


After correcting her records, Miss 
Boyle will immediately forward 
the information to the circulation 
department of THE SECRETARY. 
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_ Better Secretaries Mean Better Business 


During National Secretaries Week, May 23 to 29 of this 
year, the Industry Sponsoring Committee gave its whole- 
hearted support and cooperation to making the Week one 
of the most successful and important to date. THE SECRE- 


TARY takes this opportunity to pay tribute to the fine 
leadership the Committee gave to this event. 

And now, NSAers—read what the members of the In- 
dustry Sponsoring Committee have to say about YOU! 





Mr. H. Wisner Miller, Jr., 
sales manager of the Electric 
Typewriter Division of Interna- 
tional Business Machines, says: 

“We live in an era of super- 
sonic speed and so-called ‘think- 
ing’ machines. But businessmen 
know that the day will never 
come when their most valuable 
human asset . . . their secretary 
. . . will be replaced by a man- 
made device. On the contrary, 
businessmen are placing more 
confidence in their secretaries and giving them greater re- 
sponsibilities, a development largely stimulated by the edu- 
cational activities and programs of The National Secretaries 
Association. 





H. WISNER MILLER, JR. 


Mr. C. King Woodbridge, 
chairman of the Board, Dicta- 
phone Corporation and also 
chairman of the Industry Spon- 
soring Committee for National 
Secretaries Week sums up his 
regard for The NSA in the fol- 
lowing statements: 

“Communication is the blood- 
stream of business. Without able 
secretaries business would have 
hardening of the arteries. Every 
businessman should be grateful 
to The National Secretaries Association for its work in 
developing abler secretaries.” 





Cc. KING WOODBRIDGE 


Mr. H. V. Widdoes, vice presi- 
dent of Remington Rand, Inc., 
declares: 

“Business, professions, and gov- 
ernment well realize and appre- 
ciate the vital role American 
secretaries have as members of 
management teams. That ‘better 
secretaries mean better business’ 
is forcibly demonstrated day af- 
ter day in every local and na- 
tional enterprise. An everlasting 
debt of gratitude is theirs for 
their professional skills, efficiency, and loyalty.” 





HOWARD V. WIDDOES 


Two 











The president of The Nation- 
al Secretaries Association, Mrs. 
Lilyan Miller, states: 

“Once again The National 
Secretaries Association with the 
cooperation of the members of 
the Industry Sponsoring Com- 
mittee have demonstrated the 
meaning of ‘Better Learning- 
Better Letters-Better Living’ dur- 
ing National Secretaries Week. 
Yes, indeed, there is no question 
but that ‘Better Secretaries Mean 
Better Business, and the members of The National Secre- 
taries Association will continue to improve themselves as 
secretaries through the Certified Professional Secretary pro- 
gram.” 


MRS. LILYAN MILLER 


The chairman of the Promo- 
tion Committee, Industry Spon- 
soring Committee for National 
Secretaries Week, Mr. A. Don- 
ald Brice, director of Advertising 
and Public Relations of Dicta- 
phone Corporation, salutes The 
NSA: 

“From the Industry Sponsor- 
ing Committee to all who helped 
make National Secretaries Week 
an over-all success, thanks—es- 
pecially to The NSA itself. ‘Bet- 
ter Secretaries Mean Better Business—and National Secre- 
taries Week helped both secretaries and business.” 


A. DONALD BRICE 


Underwood Corporation's 
President, Mr. L. C. Stowell, 
makes the following comments: 

“The constantly growing rec- 
ognition of the importance of 
the secretarial profession was 
brought into sharp focus during 
National Secretaries Week this 
year. The active participation of 
members of The National Secre- 
taries Association not only during 
Secretaries Week but throughout 
the year is a strong and desirable 
force for the stability of our economy and the preserva- 
tion of our way of life.” 


L. C. STOWELL 


The Secretary 








ROBERT OELMAN 





HENRY F. REUTER 





WALTER BENDER 





FORTUNE PETER RYAN 


The Secretary 


Mr. Robert Oelman, executive 
vice president of the National 
Cash Register Company, states: 

“The continued success of the 
American economic system de- 
pends upon efficiency in the me- 
chanics of management. This is 
a realm in which the role of the 
secretary has become increasingly 
important. Her intelligence, 
training, and enthusiasm are in- 
dispensable in today’s business.” 


Mr. Henry F. Reuter, the pub- 
lisher of your magazine, THE 
SECRETARY, says: 

“From the days of my first 
acquaintanceship with the Asso- 
ciation, I have been aware of the 
potential good influence which 
it can exert on business. It has 
been evident that this opinion 
is shared by an ever increasing 
number of people in business.” 


The president of The General 
Fireproofing Company, Mr. Wal- 
ter Bender, expresses his attitude 
in these words: 

“We were glad to do our part 
on the Industry Sponsoring Com- 
mittee for National Secretaries 
Week. We also believe that the 
responsibility of the professional 
secretary should receive greater 
recognition. 


The president of Royal Type- 
writer Company, Inc., Mr. F. P. 
Ryan, is pleased to make the 
following statement with refer- 
ence to National Secretaries 
Week: 

“It is a great pleasure for me 
to congratulate the country’s sec- 
retaries on National Secretaries 
Week and to wish them con- 
tinued success in their all-im- 
portant vocation.” 











F TEARS and applause were any indication, it would seem 
I the members of Los ANGELES, AIRBORNE, and HOLLy- 
WOOD CHAPTERS were fortunate enough to see an advance 
showing of next year’s Academy Award on May 24 when 
they attended a prevue at Paramount Studio of the Hal 
Wallis production “About Mrs. Leslie,” starring Shirley 
Booth and Robert Ryan, adding another enjoyable function 
to the observance of National Secretaries Week. 


On May 18, through arrangements made by Virginia 
Rauchfuss, chairman of National Secretaries Week in San 
Francisco, Mrs. Jo Maes Knoerr, president of California 
State Organization, Marie Schwab, president of LAKE MER- 
RIT CHAPTER, Oakland, and Marguerite Chess, president of 
GOLDEN GATE CHAPTER, San Francisco, journeyed to the 
State Capitol in Sacramento to see Governor Goodwin J. 
Knight and secure his Proclamation of National Secretaries 
Week. 


DUNELAND CHAPTER (Gary, Ind.) boasts three June 
brides in the person of Marian Naylor, who became Mrs. 
William Schmidt; Corinne Gentlemen, Mrs. John Dorman; 
and Lucille Ondrusko, retiring president, Mrs. Edward Ry- 
lander. Vacationing in Mexico is Kay Sabo, and Cecile Kelly 
in Texas. 


Eileen Kramer and Lorena Carr of the BADGER CHAPTER 
(LaCrosse, Wis.) are two charter members who have an 
excellent attendance record. Eileen has never missed a meet- 
ing since the chapter was organized seven years ago, and 
Lorena has a record of being present at all meetings for 
six consecutive years. Congratulations, girls, for a job well 
done! 


PHILADELPHIA CHAPTER (Philadelphia, Pa.) members 
and friends enjoyed another pleasant evening together when 
they attended a performance of The Red Mill at the 
Music Circus, Lambertville, N. J. 


Wedding bells sounded recently in the HUNTINGTON 
CHAPTER (Huntington, W. Va.) for Bessie Lou Elkins who 
became the bride of Russell Rucker. Both are employees of 
the Rucker, Billups and Fowler Insurance Agency. 


GADSDEN CHAPTER (Gadsden, Ala.) is among the vaca- 
tion-minded, with Thelma Lanier in Panama City, Florida, 
Ernestine Sheffield and her family touring “points south,” 
and Louise Cox and her husband attending the annual house 
party of the Fiesta Club in Guntersville, Alabama. 


MALABOUCHIA CHAPTER (Jackson, Miss.) member 
Margaret Cecile Jehle became the bride of Sam Burgess on 
June 17. 

It was double honors for Maxine Abbott MINN-ARROW 
CHAPTER (Duluth, Minn.) during National Secretaries 
Week. Not only was she voted Duluth’s “Secretary of the 
Year” but she was also chosen as “Career Girl of the Week.” 
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a page devoted to office 
problems and suggestions 


In the June issue the following problem was submitted: 


Has anyone developed a practical technique for stopping 
personal calls to a secretary during her business hours? My 
responsibilities are such that during my on-duty hours I can- 
not give attention to anything except my company’s business. 
Because of the size of our organization and the number of 
telephone operators handling our switchboards, we cannot 
ask them to “screen” calls—they can only route all incoming 
calls to the respective offices. 

I have repeatedly and vociferously objected to receiving tele- 
phone calls during on-duty hours. Yet despite these efforts to 
curb the annoyance, my friends (including NSA members! ) 
still telephone me at my office on matters which are not com- 
pany business. 

Since there is no way to pre-identify such telephone calls, 
I cannot refuse to answer a ringing telephone, nor can I say 
that “she is out” until I know who is the caller. I can, of 
course, simply hang up once I discover that it is something 
other than a business call, but because the presumed rudeness 
on my part might be in the mind of the inconsiderate caller 
identified with my company, I hesitate to resort to this strate- 
gem. 


Miss BW of the North suggests the following solution: 

We will have to assume that this heckled secretary has 
already remarked to her friends that she does not want to 
receive personal calls during her business hours. 

Upon answering her phone for one of these calls the con- 
versation might go something like this: “Hello Mary, this 
is Joyce.” Mary replies in a low voice “Oh, hello Joyce. I'm 
awfully busy right now, may I call you at home this eve- 
ning?” For Joyce to press this call would be extremely rude. 
She has no choice but to say good bye and hang up. 

If Mary will do this to each and every personal caller 
she has—and do it consistently, she will soon find herself 
without personal calls during the working day. Of course, 
she will have to return the calls in the evening as promised. 
It isn’t something that can be done overnight but I believe 
it is worth trying. 


Four 





Miss BW of the South solves the problem in much the 
same way: 


When the secretary answers her telephone and imme- 
diately after the personal caller identifies herself, the sec- 
retary should say very kindly, “Excuse me please, Jane, may 
I call you this evening at home?” This should indicate to 
the caller that the secretary cannot, for reasons of company 
policy or otherwise, accept calls during business hours and 
should prevent the person from calling again at the office. 
This manner of dealing with personal calls takes only a few 
seconds of the secretary's time to get the person’s home 
telephone number if necessary, and at the same time indi- 
cates to the caller that the secretary is interested in talking 
to her, but not during business hours. It is understood, of 
course, that the secretary will never breach the rule herself 
and make calls to other secretaries at their offices. 


Miss MG has a little different approach to the problem: 

I don’t think the secretary has a problem at all! In regard 
to the members of her chapter calling her, she could simply 
have the president make the announcement that: “Miss 
Mary Jones has asked me to request that the members re- 
frain from calling her at the office, for this is frowned upon 
by her company.” For emphasis, a little note could be added 
after her name in the roster. Regarding other friends calling 
her—she should explain conditions tactfully, and if her 
“friends” persist in calling her, she should interrupt the 
conversation early as possible by saying: “Will you excuse 
me. 1m taking dictation. I'll call you back.” And she could 
forget to call. This should discourage them! 





In the July SECRETARY, Typical Problem No. 1 was 
posed as follows: 

I work in an office where two girls serve as secretary to 
the general manager. My interpretation of my position has 
always been that I am there to serve my employer in every 
way possible. However, the other secretary feels that she is 
required only to take his dictation and transcribe letters. She 
does not help with any duplication work, will not answer the 
telephone if she is busy transcribing, and flatly states that the 
doing of many chores are not fer job. Is she right about this? 
In other words, how far do a secretary’s duties really extend? 


Miss VT has an answer: 

You ask “how far do a secretary's duties really extend?” 
In my opinion, this question has no answer. Her duties 
often vary from taking broom in hand and cleaning up 
after an emergency visit from the janitor to perhaps run- 
ning an errand to buy the boss’ wife a hat. (This actually 
happened to me.) Therefore, you will be ahead in both 
self satisfaction and company opinion if you do “whatever 
is at hand.” And don’t feel that you are being neglected. 

Experience has taught me that the eyes of bosses and co- 
workers penetrate further than most people realize. They 
recognize those who are the willing workers. 


The Secretary 





And Miss EM offers her suggestions: 

If both of the secretaries are on an equal basis—pay, pre- 
sumably responsibility and possibly seniority—they should 
do equal tasks. The secretary who does all the chores e- 
quired in the office should ask the boss to specifically state 
in the presence of them both or in written form what is 
expected of each secretary. It is evident that the one secre- 
tary in asking cooperation from the other produces no re- 
except refusal to work harmoniously. 





sults 





Typical Problem No. 2, also presented in the July SEC- 
RETARY, is herewith restated: 

I have recently been assigned to work for two individuals of 
about equal rank in our department. Each is very jealous of 
my time and thinks that his work is more important than the 
other’s. Each expects me to do his work ahead of the other 
man’s work. They do not argue with each other about this, 
but each complains to me about the other one. I have spoken 
to the office manager about the situation, but as both of these 
men outrank him in the company he is hesitant about telling 
them. The situation keeps me tense and upset all the time. Is 
there anything I can do about it short of quitting my job? 


Miss ETM would try to work out the problem in the 
following manner: 

Under the circumstances I think I would do the work 
as it was given to me. The “first come, first served” basis. 
For work that is not specifically requested by either man, 
I think the secretary should use her judgment as to the 
importance of the work at hand and act accordingly. 

If these fail, perhaps she could suggest to one or the 
other of the bosses—one must have slight seniority if they 
are both of equal rank—that they make an arrangement 
between themselves and have a definite understanding of 
the order in which the work is to be completed, pointing 
out that the constant strain under which she works is a 
detriment to her ability to perform efficiently and that they 
will both be better satisfied with her work if a proper 
understanding is had. 


Miss EB has similar ideas: 

It would seem that the secretary in this case has the 
whip-hand. Since she is the pawn in this play and assuming 
that she is a person of mature judgment, which does not 
necessarily imply ancient vintage, she should very tactfully 
remind these two men of her situation—that she will do 
their work in the order of its importance and that their 
complaints are both groundless and useless. It would seem 
that if these men are of supervisor caliber, they will see the 
pettiness of their manner and the situation will improve. 





Since space does not permit, we must hold over until 
next month the interesting solutions to Typical Prob- 
lem No. 3, also presented in the July SECRETARY. 
At that time we shall introduce a new problem or two. 


The Secretary 
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How Businessmen Keep CREDIT CURRENT 





By BARBARA MASTERS 


ELLING merchandise on credit, or giving professional 
S services on the cuff, is very much like lending money. 
No matter how trustworthy the borrower is, there’s always 
the problem of getting it back. And when you realize that 
American businessmen have “loaned” some 27 billion dol- 
lars out, you can see that even a one percent loss adds up 
to a staggering figure. 


Careful selling practices and adequate credit investigation 
of customers help bring those circulating dollars back home. 
But statistical surveys by such organizations as the Ameri- 
can Collectors Association indicate that more and more 
families are having trouble paying their bills. As a conse- 
quence, a good many dollars aren’t in the line-up at roll- 
call. Then the credit grantor has to go out and round them 
up. 

Almost every person or firm giving credit has some 
machinery for collecting past-due bills. Sometimes the 
cashier or secretary has the duty of making phone calls, 
personal calls, writing letters to the company’s “slow-pays.” 
In big firms there may be several people working in the 
collection department. 


However, if a bill isn’t paid when due or soon after, the 
costs of collecting rise rapidly, sometimes as high as 50% 
of the bill within 60 days. A company collection operation 
must therefore be extremely efficient if it is to show even 
a small profit. In fact many companies have eliminated 
their own efforts to a large degree and depend on outside, 
professional collection agencies. The great majority of such 
agencies charge a fee only if the money is recovered. 


Public Relations A Factor 


“We find that the ‘third person approach, used by our 
local collection agency, is a powerful force for collecting 
balances,” one credit manager s27s. This type of approach 
makes use of a little recognized psychological factor. A 
debtor may not be greatly concerned when billed by 
his dentist or grocer. Such bills get to be an old story. 
But a polite though business-like note from a professional 
collector is something new and unexpected. The debt is 
immediately put on a new and different plane. The emo- 
tional impact is changed, with a new set of attitudes coming 
into view. And so Mr. and Mrs. Jones are much more in- 
clined to pay for last year’s fillings. 


Retail firms and professional men are not the only ones 
with credit problems. Wholesale companies and suppliers 
have them too. Sometimes there’s a whole chain of conse- 
quences. Suppose there is widespread credit delinquency in 
a certain state. The retail hardware merchants, for example, 
can’t collect from their customers. So they have trouble 
paying their bills to their wholesalers. The wholesalers in 
turn are slow in meeting commitments to the manufacturer. 
The results spread quickly through the industry, unless in- 
telligent and effective collection efforts are made. 
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Sympathy Needed 


Good business and good public relations procedures re- 
quire that the efforts of both the company and the collec- 
tion agency need a reasonably sympathetic handling of the 
debtor. After all, he has problems too! Only those collectors 
who use modern educational methods of collecting should 
be utilized. These men and women recognize that non- 
payment of bills in most instances is due to mismanage- 
ment of income. They therefore use a three-step program 
to collect the bulk unpaid accounts. First, they convince 
the debtor of his liability. Second, they create a desire to 
pay by showing how his credit rating can be affected. And 
third, they give the debtor financial counselling and aid by 
showing him how he can, by proper management, make 
funds available for payment of his bills. 


Legal action is recommended only as a last resort, and 
then only after careful study and consideration. 


In the case of doctors and dentists many times sub- 
stantial amounts of money are lost because credit policies 
are not firmly established. Credit information should there- 
fore be obtained as soon as possible. There need be no 
embarrassment in asking questions of the patient if a 
simple “auditors card” is used. This is simply a 3x5 card 
containing spaces for information. It should be established 
policy to hand a card to the. patient and say, “Will you 
fill this out for our auditors, please? They require us to 
get this information every time we open a new account.” 


It is usually good practice to ask for full payment imme- 
diately. If the patient is unable to pay in full, equitable 
terms should be agreed upon at once. What these are de- 
pend on circumstances. It is sometimes necessary to discuss 
family financing in detail—to see what can be spared for 
the account. 

How long should you wait? Many companies believe 
from one to three weeks is sufficient. Certainly 60 days 
is the outside limit. The credit office should know before 
then what the trouble is, and whether the missing payment 
can be expected. But it should certainly fall into the hands 
of the “third person” as soon as it is established that the 
debtor is ignoring requests for payment. 

Collection agencies that are members of the American 
Collectors Association have pioneered in modern methods. 
The organization has provided a number of pamphlets and 
is willing to send free sample copies. These pamphlets are 
designed to help the debtor understand his mistakes and to 
help him do something about them. “Watch Out For This 
Family Roadblock” is the story of John Walters. It tells 
how John’s credit rating could be improved by budgeting 
his income. Other pamphlets available are “Plan Your Way 
to Better Living,” “Are You Looking For Peace of Mind?” 
and “Is a Million Dollars Looking for You?”. All have 
valuable information concerning budgeting, improving 
spending habits and learning to meet responsibility. Free 
sample copies are available from Glenn B. Sanberg, 50th 
& Ewing Avenue South, Minneapolis, Minnesota. 


The Secretary 
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By PHILIP COURTNEY, President 
Coty, Inc. 


——— a fine perfume for oneself 
is a purely personal procedure; no- 
body else can choose your fragrance for 
you. 


Choose a perfume which gives you 
real pleasure and a feeling of happiness 
and luxury. Do not buy a perfume 
simply because somebody else told you it 
is a fine or great perfume. And do not 
select or judge a perfume by merely 
sniffing the bottle. Put a drop of it on 
your wrist and wait until it has dried 
before smelling and making your deci- 
sion. 


If many people pay you the compli- 
ment of telling you: “You wear a won- 
derful perfume—what is it?”, the fra- 
grance is most probably a happy choice 
for you. 


Don’t look at the price when you 
choose a perfume. Never forget that 
high price does not make a great and 
refined perfume or even a good one. It 
is true that a “refined” perfume can be 
made only at a price (because its making 
requires the finest essential oils and 
other costly ingredients), but this price 
need not be exhorbitant. Don’t let your 
sense of discrimination be confused by 
the price. 


If your experience with perfume is 
limited, you will be safe if you choose 
for your perfume one that bears a great 
Iname; one whose maker has achieved 
world-wide fame in fine perfumes. It 
should be obvious that perfume-makers 

ho have attained fame and the recog- 

ition of the public for twenty-five 
/’ years or more could have done so only 
' by supplying fine perfumes made with 
well-tested, unadulterated and precious 
ingredients. 


Don’t worry if you fall in love with 
a dreamy feminine fragrance when you 
have been told that you are the “sophis- 
ticated” type. Your first consideration 
should be a perfume which gives you a 
real feeling of joy and happiness. 


Never forget that you will be remem- 
bered by your perfume, so don’t risk 
wearing a perfume that is obnoxious to 
anyone. For even the people who are 
closest to you—your husband, your 
sweetheart, your friends—will blame 
your taste, not your perfume. Your per- 
fume should be a plus, not a minus, to 
your personality. 


Perfume, worn properly, is a source 
of joy and pleasure to the wearer and 
to all those about her. Many women use 
perfume so sparingly that it isn’t effec- 
tive; a little dab behind each ear is not 
nearly enough to envelop one in a favor- 
ite fragrance. Perfume can be used freely, 
provided it is a fine perfume. 


Here are some suggestions that will 
assure you the greatest amount of plea- 
sure from perfume: 


1. Start your day with a perfumed 
bath. Use bath salts for the luxurious 
bath; and for a delightful finishing— 
toilet water and dusting powder. 


2. To apply perfume the best effect 
is obtained by using an atomizer. It dif- 
fuses the fragrance evenly without waste. 
Then the perfume surrounds you with 
a subtle and pleasing aura. 


3. Apply perfume directly to your 
skin. Spray the perfume on your body, 
and around the shoulders, throat and 
hair. For added effectiveness, apply per- 
fume with your fingertips to the pulse 
spots—the crook of the elbow, base of 
the throat, at the temples, back of the 
ears, inside the wrists, and don’t forget 
your hands and fingertips. The gentle 
warmth of your body intensifies and 
holds the fragrance. 


4. Your clothes also should be per- 
fumed. Use the atomizer to spray the 
hem of your skirt, the tip of your sleeve, 
the linings of your coats and suits, your 
handkerchiefs and even the veils on 
your hats. Fragrance which drifts out 
unexpectedly adds to your charm and 
femininity. 

5. After a shampoo, sprinkle a few 
drops of perfume into the final rinse 
water. This fragrant touch will keep 
your hair fresh and sweet-smelling. 


6. Always carry a little purse flacon 
in your bag. You wouldn’t think of going 
out without your compact or lipstick. 
Perfume is at least as important. 


7. Discriminating women use the 
same fragrance in toilet water, bath 
powder, sachet, and talc, as in their 
perfume, thus assuring complete har- 
mony of fragrance. 


Remember that fine perfumes not 
only give you beauty and add to your 
charm, but they increase your sense of 
well-being, fortify your self-confidence, 
and give happiness to those around you. 
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Why Women Work 


READ in an Ann Arbor paper recently that the women 
I of England are trying to get the British Parliament to 
pass a law that will assure equal pay for equal work, regard- 
less of sex. To become a law, I understand this has to be 
voiced before the Parliament three times—three separate 
and distinct times. So far, it has been before this group only 
once, and I think what one of the dissenting voters said is 
of interest to women who work. He said he did not approve 
of having women compete on equal terms with men in the 
market places of business, industry, and the professions. And 
it was his impression that the female of the sexes had been 
created to make things prettier and more pleasant—in other 
words, to make the world a more gracious place in which to 
live. This point of view expressed by a minority voice in 
the British Parliament is, nevertheless, held by many people 
throughout the world, and even in this country. 


To have leisure for gracious living—this is a goal of 
many men as well as women! No jangling alarm clocks 
while it is still dark in the morning; no gulped half-digested 
breakfast; no crowded buses, street cars, or crowded high- 
ways in the dark hours of a drab winter morning; no dead- 
lines; no painstaking checking, double-checking for accuracy 
on things in the office; no strained nerves; no unnecessary 
fatigue. 

Now if such an inviting alternative is available to the 
women of the world, why do they continue everywhere to 
seek equal rights? This is really a $64 question. Are they 
so stupid that they don’t know when they're well off? What 
causes woman to seek places in affairs away from their 
homes? In short-—“Why do women work?” I think there are 
a variety of reasons, some of them the product of the 
times in which we live. It’s a little bit like which caused 
what? Did the egg cause the hen or did the hen cause the 
first egg? 

Surely, the foremost reason women work is the desire 
each woman has in her heart for personal freedom, for 
individual expression. A second reason women work is 
that they are really needed today in industry. They also 
work as a result of technological advancements, two world 
wars, economic need, and, in many cases, because they have 
increased leisure time. 

The desire for personal freedom and self-expression 
probably results from increased educational opportunities. 
Not only are more people going to institutions of higher 
learning all over the nation, but more gérls are going to 
school than ever before. For instance, at the University of 
Michigan where I teach, we became aware last spring that 
we could anticipate a 50 to 60% increase in enrollment of 
girls this fall over what we had ever had in a freshman 
class before. 

As women have these opportunities to absorb the same 
kind of knowledge that has been prepared traditionally for 
men, they can’t help but get the idea that they have some- 
thing personal, individual, and sexless to contribute to the 
advancement of civilization; and they want the chance to 
make their contributions. 


The status of the young woman today as a result of edu- 
cation, then, is infinitely different from that of women 75 
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or even 50 years ago. The woman today is free from 
personal restrictions and taboos of all types as well as from 
cumbersome, restricting clothing. She is certainly better 
educated than her grandmother. She has a better knowledge 
of the ways of the world and a better chance to help im- 
prove them. A better chance because she has already won 
a voice in planning the affairs of the world. Indeed, she 
has a real opportunity now to work on a large scale at the 
job of making the world a more pleasant and gracious place 
in which to live! 


Now what about technological advancement and how 
does this affect women? Technological advancements have 
resulted in mass production which has, in turn, raised the 
standard of living for the masses. We have a standard of 
living today such as kings and queens never dreamed of. 
The vast amount of paper work, however, that has re- 
sulted from our complicated system of controls and cross- 
checks on this great production mechanism has made it 
absolutely necessary for women to enter the offices. 


Did you know that more women work in offices than at 
any other occupational classification in the country today? 
And yet there is a shortage of office clerical workers. This 
type of work has increased by about 800% more than our 
population. Not too many years ago we had a ratio of blue 
collar workers to white collar workers of 1 to about 40. 
That is 1 white collar worker to about 40 blue collar work- 
ers. Today that ratio is 1 to 244. There is one person work- 
ing at paper—office work—to every 24% people working 
in a shop. 


Another interesting thing about industry and the demands 
that are made upon women is the second largest occupa- 
tional area for women today is industrial shops. So industry 
as we know it today could not operate without women. 
It could not provide us with our present material standard 
of living without women workers. 


How have wars affected the status of women? By being 
able to produce at the rate that is needed in wars such as 
are fought today, women have made it possible to supply 
men for the front lines by replacing them in their jobs. 


What about the general economic need? Many women 
work today because they have to. They work because they 
must. In fact, we are told that one out of every ten women 
who lives in a family group is the sole or main means of 
support for that family group. We have, of course, as a 
result of wars, many war widows. Divorce is becoming 
more and more prevalent. We have an increased cost of 
living. Our increased educational standards are causing many 
women to work in order to provide expensive and pro- 
longed educations for their children. We have more older 
people whose income even with social security have to be 
supplemented. 


I talked only recently with a man who told me that some- 
how or other he is going to have to get together $1,000 to 
send to his wife’s father and mother because they've had 
illness in their family. They are retired but their pension 
is not sufficient. I know in my own case that my father has 
been retired for about ten years but the retirement rates 
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ten years ago are hardly sufficient for people to maintain 
themselves today. 


There is an increasing preponderance of women. We 
have tipped the scales. We are approximately 51 percent 
women as against approximately 49 percent men in our 
population today. They tell me the only place where this 
is not true is in Alaska. 


The idea of increased leisure is interesting because many 
men say that if you kept women busy enough, they wouldn't 
be concerned about all these other things—that they'd be 
happy to stay in the home. Well, our families are generally 
smaller—it is a rare thing today to find a family of over 
five. Not too many years ago they had families of 7, 8, and 
even 10. We have smaller houses. We have labor saving 
appliances of all kinds for doing work so that now you don’t 
have to hang out a washing: all you do is just drop it into 
the machine and, eventually, when you open a door, it all 
rolls out ready to put on again. We have prepared foods 
and ready-made clothing. And people are living longer. 


Leisure time can present problems to older women after 
their children leave home. Once when I was riding on a 
train, I saw dozens of white-haired men and women going 
—you know where—to Florida. I thought that in spite of 
the fact that they were going to Florida for a vacation, 
some of these women looked dissatisfied and bored. 


I talked with a woman several weeks ago at her daugh- 
ter's wedding, and her eyes were filled with tears as she 
said: “Irene, I feel so useless. My children don’t need me 
anymore.” To fill the void in her life this woman has de- 
cided to enroll at a university. Eventually, she hopes to get 
a job. She is just ove older woman out of many who are 
now doing this same thing. 


In summary, we find that of the total number of people 
working in the nation today, one-third are women. They are 
found in almost every occupational classification. The aver- 
age age of the working woman is 37. The average age 
(and I remind you that an average is a middle point, half 
above and half below) means that half of the working 
women are over 37 years of age. This figure is likely to 
increase when you consider there has been a 60% increase 
within the past ten years in the number of women working 
who are between ages 35 to 54. In fact, it has been esti- 
mated that the number between 55 and 64 has more than 
doubled in the past decade, and that it has increased by 5% 
since 1950. Many of these older women go back to work 
because they are bored, and since they are healthy and have 
a lot of energy, they feel they still have something to con- 
tribute to business and industry. A new secretarial school 
in New York which enrolls women between ages 50 and 
60 recently placed a secretary who was 64 years old. Going 
out on her first job! 


It is interesting to note that married women make up 
more than half of the women in the labor force and that 
over one-fourth of the married women are working at other 
jobs. This is as high a peak as we had during World War 
II. So we can conclude then that women are working be- 
cause they want to, because they have to, and also because 
they are needed—that we could not have this wonderful 
way of life which we enjoy so much with all our material 
advantages and comforts unless women were helping in 
production. It is safe to assume, then, that women are in 
the market places of the world to stay. 
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SUN TIME 


T'S SO easy to enjoy the sun, to relax in its caressing 
warmth, to gain a flattering golden tan...if you know 
the right way. Unfortunately, most people toss aside all com- 
mon sense in their mad dash to the sun. They ignore the 
dire warnings of doctors and beauty editors . . . forget all 
thought of protection ... and burn. There lies the store of 
blistered noses and dried-out skins, of seared backs and 
agonized nights, of blasted vacations and costly medical 
bills. And there lies the reason for the millions of man 
hours lost each summer to American industry . . . the 
heritage of sunburn. 

It’s fun in the sun with safety, however, for those who 
use good judgment . . . plus a reliable suntan lotion. And 
let us assure you that there are thoroughly effective sun 
screens now available which shut out almost all the burning 
rays, yet permit the tanning rays to come through for a 
glamorous tan. 

Here's some more well-meant advice. Remember that 
there are no short cuts to a beautiful tan .. . the fast way 
is the dangerous way, so take it easy. And don’t let a light 
hazy day fool you—they’re tough. You might not see the 
old sun but it’s there, burning through the overcast on to 
your tender skin. And after you've achieved a golden hue, 
don’t think you can forget that bottle of lotion. Without 
proper protection, the sun can still do plenty of harm, right 
through your tan. 

For a wonderful vacation, for sunny summertime week- 
ends, why not follow these simple rules: 

1. Apply suntan lotion evenly and all over before ex- 
posure. Make sure there is a protective film over the 
entire area of your skin. 

. Take special care of the more exposed parts of your 
body .. . nose, forehead, cheekbones, chin, shoulders 
and backs of knees. 

3. Reapply suntan lotion after each swim. And apply it 

periodically if you perspire profusely. 

4. Watch your timing, especially the first few times. No 

one can tan in a day. 

5. Use a lip pomade. This will relieve your lips of fever 

sores, chapping and cracking. 

6. Use sun glasses. The sun can readily damage delicate 

eye tissue, can make eyes red and unattractive. 

Courtesy—TARTAN SUNTAN RESEARCH LABORATORIES 
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ABSOLUTELY SAFE .. .NO CARBON-TETRACHLORIDE 







- MOY’. the amazing 
type cleaner... 


Cleans type CLEANER... Easier! Sturdy 
dauber prevents spattering. Non-inflammable. 
Slow-evaporating and therefore more econom- 
ical. Make your letters SPARKLE. Save time and 
money. Anyone who has to produce GOOD 
letters will appreciate this reliable dirt-chaser! 











60¢ ot all stationers 


and typewriter dealers 
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As it stands aor, the Ancient Spanish Monastery is an authentic segment of the 


Middle Ages set 


lown in the midst of the Twentieth Century. Ic is surrounded 


by tropical gardens in the style of formal gardens of the Old World. In the 
Canta are more than 10,000 blooming plants and a large collection of rare 
tropical trees and shrubs, 


HEY call it the biggest “jigsaw puzzle” the world has 
Toe seen—or ever is likely to see again! 

There were more than 35,000 pieces. __ 

Each piece was a heavy stone that weighed anywhere 
from a hundred pounds to more than a ton. 

It took nineteen months of tantalizing toil and cost 
almost $1,500,000 to fit them together. 

But today, just north of Miami, Florida, the most fantas- 
tic jigsaw puzzle in history finally stands completed. It is 
the actual, 813-year-old Monastery of St. Bernard of Sac- 
ramenia—treassembled, original stone by original stone, ex- 
actly as it was first built in ancient Spain back in 1141. 

Rich and powerful Alfonso VII, King of old Castile, 
built it for the ascetic Cistercian monks in a lonely valley 
near the village of Sacramenia. 

A prankish fate—aided and abetted by the insatiable 
appetite of the publishing tycoon, William Randolph 
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Hearst, for great art treasures—made a gargantuan jigsaw 
puzzle out of it. 

And the solution fell to two Cincinnati, Ohio, business- 
men—E, Raymond Moss and William S. Edgemon. 

The monastery was one of $50,000,000 worth of art 
treasures Hearst collected from the four corners of the earth 
for his fabulous estate at San Simeon, California. 

His art agent found it in the 1920's hidden in its isolated 
valley and overlooked by the rest of the world. Nearly a 
hundred years before, in 1835, it had been confiscated, 
along with all other monasteries in Spain, by the Spanish 
government. The monks and lay brothers who lived there 
were moved away, and the centuries-long existence of the 
monastery, as a monastery, ended. 

The Spafiish_ government was_less interested in it as an 
historic link with the Middle Ages than as a source of 
revenue. They sold it to a farmer. 
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The farmer walled up the graceful columned arches’ of 
the ancient cloister walk and used the walks, under their 
early Gothic ceilings, as a place to store grain from his 
fields. The magnificent chapter house became a storage 
room for his farm tools, and the cathedral-like refectory 
was converted into a stable, a haymow and a shed for his 
plows and farm wagons. 

Other buildings, except the church, in the little monastic 
community and the outer wall that surrounded them either 
fell into ruin or were torn down and the old stones used 
to build new houses. 


Only the fact that the cloister walk, the chapter house 
and the refectory served useful purposes as granary and 
sheds saved them from the same obliteration that wiped out 
the other buildings. 


That was how Hearst’s agent found the monastery. But 
he recognized it for what it actually was—one of the finest 
examples in existence of Romanesque and early Gothic 
architecture, and also one of the great art treasures of the 
world. 

Hearst bought it for a price said to have been $500,000, 
to be taken apart and sent to San Simeon. 

He sent architects to draw detailed diagrams of the an- 
cient buildings. These diagrams were intended to guide the 
reconstruction. The architects assigned a key number to 
each of the more than 35,000 stones and showed on their 
diagrams where each numbered stone belonged in the 
building. 


Magnificent, flamboyant Gothic altar facade at end of north 
Cloister Walk is made up of more than 900 pieces of intricately 
carved Caen stone. Armorial corbels set in left wall represent 
noble families of Middle Ages and are valued at $12,000 each. 


But, in the diagrams, fate played its first prank in the 
creation of the jigsaw puzzle. So complex, so involved was 
the system of numbering that it was almost undecipherable 
when it came to be used twenty-five years later. 


To dismantle the monastery Hearst's agent brought 
stonemasons and carpenters from as far away as Madrid. 
Masons took the monastery apart carefully stone by stone 
and painted a number on each one. Carpenters made. 
thousands of heavy boxes to pack them in. 


Each stone was bedded in a nest of hay—and that hay 
was fate’s second prank in the creation of the puzzle. 

It took 10,751 boxes to crate the monastery for shipment 
to New York 4,000 miles away. 


But in New York the crated monastery was quarantined. 
The packing hay had been mown in a section of Spain 
where there was an outbreak of highly-contagious hoof-and- 


mouth disease. 
(continued on page 12) 


Packed in 10,751 heavy wooden boxes, the dis- 
mantled, eight-century old monastery covers an 
entire dock when it is unloaded at Port Ever- 
glades, Florida, on the last stage of the journey 
to its new reassembly site just north of Miami. 
Numbers stenciled on the boxes were supposed 
to—but didn’t—help guide the reassembly. 
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The quadrangular Cloister Walk stands again exactly as it was first built 
more than 800 years ago. Around these walks for centuries monks paced 
while they murmured their endless prayers. Intricately carved capitals of 
the columns in the foreground were done by Moorish captives. No two 


are alike. 


Hearst was ordered to open every crate, burn the con- 
taminated hay, and repack the stones in excelsior. It took 
three years and cost him nearly $75,000. 

In the repacking, mischievous fate played its final prank 
in the creation of the jugsaw puzzle. Workmen repacked 
stones in whatever crates were closest at hand, without 
regard to keyed numbers painted on the stones and essential 
corresponding numbers painted on the crates. 

The Great Depression hit. Hearst's monastery, nailed in 
its 10,751 crates, was left to gather dust and storage bills, 
piled high over three floors of a warehouse in the Bronx. 

At one time the fortunes and misfortunes of the mon- 
astery had been chronicled in columns of type. Now, as 
the years slipped by, they attracted no more than an occa- 
sional and obscure paragraph or two. 

One of those obscure paragraphs caught the interest of 
the two men—Moss and Edgemon—who eventually were 
to resurrect the old monastery from its limbo of dusty 
crates. 

Long-time partners in building and the development of 
real estate, Moss and Edgemon became intrigued with the 
idea of rebuilding the monastery just as it had been built 
800 years before. 

They asked Hearst to sell it to them. That was ten years 
ago. The publisher said he would never sell it—as long as 
he lived. In those last words, Moss and Edgemon believed 
they read a special significance. 

In 1951 Hearst died. Through their New York attorney, 
Carrol A. Muccia, who was close to the Hearst trustees, the 
two partners bought the monastery from the publisher's 
estate. 

They chartered an ocean-going freighter and shipped 
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their odd cargo to Port Everglades, Florida. That cost them 
$60,000. A fleet of huge trucks shuttled back and forth 
day and night moving the 10,751 stone-filled crates to the 
site Moss and Edgemon had picked north of Miami. 

The new owners assembled a crew of eight of the finest 
stonemasons they could find to reassemble the monastery. 
They estimated it would take six to eight months and 
cost between $150,000 and $200,000. 

Came the day for work to start and the first intimation 
to Moss and Edgemon that they had on their hands the 
most fantastic jigsaw puzzle in history. The complex re- 
assembly charts were practically undecipherable. 

Out of a worried conference with their stonemasons and 
their Florida associate, E. K. Bludworth, who was to super- 
vise the reassembly, came a decision to check the actual 
stones in the crates and the numbers painted on them to 
see if a solution could be found that way. 

They opened the first crate, the one indicated by num- 
bers painted on the outside as containing stones that 
would be the starting point for the entire reassembly. 

The stones in the crate were not the right ones! 

More crates were ripped open. And more! And more! 
But each one only added chaos to the confusion. In the 
repacking episode twenty-five years earlier, repackers had 
almost hopelessly jumbled the original careful packing 
system. 

Now Moss and Edgemon realized that they had on their 
hands the most incredible jigsaw puzzle the world has ever 
seen. If the monastery were to be reassembled, it would 
have to be done in just that way—like a jigsaw puzzle. 

Twenty-three men were put to work and spent three 
months doing nothing else except opening crates. They 
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spent the next three months sorting them by size and 
shape and, insofar as possible, by related key numbers. The 
sorted stones covered ten acres. 

By mere chance Hearst had had two dozen photographs 
made of the monastery in Spain before it was dismantled. 
These photographs showed practically all detail of the 
buildings as they stood originally. 

Photographs in one hand—complex Spanish diagrams in 
the other—and an expert knowledge of masonry in their 
heads, the eight stonemasons and Bludworth began a 
needle-in-a-haystack hunt for the right stones. 

Most of the stones had to be tested and tried to find 
their exact centuries-old location by a method of “dry as- 
sembly.” First, they were fitted together loosely on a huge 
concrete platform, checked carefully against the photo- 
graphs and diagrams, and, if they were the right ones, 
moved as a unit to be cemented into their old places in the 
building. 

If in the “dry assembly” a selected stone didn’t fit— 
if it didn’t match the photographs or diagrams, it had to 
be lifted out by main strength or mobile derrick, trundled 
away, and a hunt begun for the right one. 

Sometimes an unusual shape or related key number in 
a series would lead masons to the right stone in a matter 
of minutes. Other times they might spend hours or even 
days looking for it. 

The whole reassembly process was like a man hunting 
and trying the pieces of a jigsaw puzzle. Only this was on 
a gigantic scale. 

Week by week, month by month, the slow, tedious work 
went on. Costs doubled, trebled, quadrupled. 

But stone by stone, column by column, arch by arch, the 
old monastery gradually took shape once more, exactly as 
it had stood for 800 years in Spain. 

First, the four cloister walks surrounding the patio. Next, 
the chapter house. And, finally, the big refectory. 

At last, the fantastic jigsaw puzzle had been solved! 





Piece by piece, the “biggest jigsaw puzzle the world has ever > 


seen” begins to take shape. Complex reassembly diagrams were 
practically undecipherable and expert stonemasons had to 
find the centuries-old location of each stone by a tedious 
“test-and-fit” method. 
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Now, in a 20-acre tropical garden, the ancient Spanish 
monastery stands again just as it was first built by the labor 
of the great masons of the Middle Ages and chained captive 
Moors taken by Alphonso VII in battle. 

The columned Romanesque arches of the quadrangular 
Cloister Walk, where tonsured monks strolled while they 
murmured endless prayers, enclose the garden patio, bright 
and brilliant with flowers. 

Off the east walk is the Chapter House. From an altar 
opposite the doorway the same impressive statue of Christ 
looks down, as it did for eight centuries, on the stone- 
walled room where course-garbed novices listened to their 
abbot’s priestly instructions, and where scribes spent life- 
times copying delicate script onto parchment pages in huge, 
leather-bound volumes. 

Overhead, 93 interlocking Gothic arches form a vaulted 
ceiling of incredible beauty. that seems to‘ float in the air 
on hand-chiseled stone ribs. 

In the Refectory, the towering ceiling rests on six triple- 
ring stone arches 31 feet high. Each arch is made of 115 
perfectly fitted stones and each weighs twelve tons. 

It was in the Refectory that monks and lay brothers ate 
their meals on intricately carved long tables, but now it 
has been made a huge display room for hundreds of thou- 
sands of dollars worth of ancient art items that Moss and 
Edgemon have collected. 

In the Monastery, too, are life-size statues, cut from 
single blocks of Spanish limestone, of the mighty monarch 
who built it and of his illustrious grandson, Alphonso 
VIII, who broke the five-century hold of the Moorish in- 
vaders on old Hispania. 

So faithfully has each stone been restored to its original 
location, so exactly has each detail been recreated, that 
today’s visitor steps through the old hand-carved entrance 
and back down the corridors of time more than 800 years. 

The modern world seems to vanish. The long-dead 
Twelfth Century comes alive again. 


Twenty-three men spent six months opening the crates and 
sorting the more than 35,000 stones before the actual work 
of puzzling out the reassembly could begin. The sorted stones 
were spread out over ten acres. 
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A former Institute member, Dean Clif- 
ford C. James of the University of Balti- 
more is pictured making awards at the 
CPS Award Dinner on March 9 to Miss 
Nannie Lou Schwarzer and Mrs. Cath- 
erine Grover of MONUMENTAL CHAPTER 
(Baltimore, Md.). 


































At the Denver CPS Award Brunch held 
April 12 Mr. Hugh Barnes of the Barnes 
School of Commerce was one of ten 
1953 award winners from Denver, Colo. 
Mr. Robert E. Slaughter of the Gregg 
Division of the McGraw-Hill Book Com- 
pany is shown presenting the Certificate 
to the first and only man to hold the CPS. 


Of the twelve CPS awards made in Califor- 
nia, Gladys V. Bauer (left) of SANTA MONICA 
CHAPTER had the pleasure of presenting Cer- 
tificates to seven CPS holders: Marie Wells, 
QUEEN BEACH CHAPTER (Long Beach); Vir- 
ginia Hughes, ORANGE EMPIRE CHAPTER 
(Fullerton); Martha Rice, Los ANGELES 
CHAPTER; Evelyn Finn and Grace Henderson, 
PASADENA CHAPTER; Frances Lehman and 
ag Garrett, non-NSA of Los Angeles, 

alif. 
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COaST 


CHATTANOOGA CHAPTER (Chattanooga, 
Tenn.) honored secretaries who pass 

the 1953 examination, at the January 
Award Dinner. Standing are Mrs. Jeanelle 
Walker and Mrs. Freda Bartlett, chapter 
president. Seated are Mrs. Virginia Town- 
send, Mrs. Susie Foster, and Mrs. Mary 


Presentation of CPS Certificates was 
made March 2 by Marguerite Dodds 
(left), SEVP, at a meeting of the 
BIRMINGHAM CHAPTER ( Birming- 
ham, Ala.) to Margaret Hardy and 
Julia Robertson. 


Marion Anderson, vice president of 
the SYRACUSE CHAPTER (Syracuse, 
N. Y.), presents CPS Certificates to 
Lillian Pilcher, Jane Klausman, Viola 
Barnello, and Josephine Kennedy. 


(continued on next page) 
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Presented to Mrs. E. E. Eggert is the CPS 
Certificate by Rosa Miller, president of the 
North Carolina Secretaries Association. 
ASHEVILLE CHAPTER (Asheville, N. C.) was 
hostess of this occasion, and Mrs. Virginia 
Brasington, chapter president (left), and 
Mrs. Cornelia Farrell, state secretary (right), 
witness the presentation. 


















State Representative Robert L. Floyd, former mayor of 
Miami, presents CPS Certificate to Mrs. Opal Hughes Traer 
at the March meeting of MIAMI CHAPTER (Miami, Fla.). 





Lillian Mairs, president of CHARLESTON CHAPTER ? 
(Charleston, W. Va.), proudly presents the CPS Certifi- 
cate to Mary McCormick, the chapter’s first CPS. 


At the March meeting of the MARQUETTE CHAPTER 
(Peoria, Ill.) Illinois State President Clare Jennings pre- 
sents CPS Certificates to Maxine Schmidgall, Betty New- 
man, and Marjorie Black. 
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7 PRORATION of overhead to products is one of the 
most important jobs done by Cost Accountants. In a 
manufacturing plant or department where only one product 
is made, this is not a problem. But as soon as two or more 
products are made in the same plant it is necessary to 
determine the costs of each individual product. Such infor- 
mation is vital in setting selling prices, in establishing 
sales policy or in deciding whether to continue manufac- 
turing at all. In prior months we reviewed the principal 
methods for computing direct material costs, direct labor 
and departmental overhead (The Secretary for April, May 
and June, 1954). This month we will examine a few of 
the principal methods for applying departmental overhead 
to specific products. 





Probably the most widely used method is the “Direct 
Labor Dollar” method. Under this method, the actual direct 
labor cost is the common denominator of all products. It 
is assumed that the overhead applicable to each product 
is proportionate to the direct labor expended on the re- 
spective products. For example, in a department which 
incurred total direct labor of $10,000 and total overhead 
of $20,000, we would say that the overhead rate is 200% 
of direct labor, or $2 per direct labor dollar ($20,000 divi- 
ded by $10,000). Thus, if product A required $4,000 of 
direct labor and B required $6,000 of direct labor, we 
would say that the overhead applicable to A is $8,000 
($4,000 x 200%) and the overhead applicable to B is 
$12,000 (6,000 x 200% ). From here it is a simple matter 
to compute the unit overhead cost of the individual prod- 
ucts. If 5,000 of item A were produced, the overhead cost 
per unit would be $1.60 ($8,000 + 5,000). 


Another widely used method is called the “machine hour 
rate.” The basic assumption under this method is that over- 
head applicable to a product varies directly with the length 
of time a product requires to be produced by a machine. 
All the overhead charges are first prorated to the machine, 
as if it were a department, usually on an estimated annual 
basis. The total overhead so obtained is divided by the 
number of hours the machine is expected to be in actual 
production during the year. The resulting figure is the 
overhead cost per machine hour. Thus, if a lathe operator 
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reports that he worked five hours turning a shaft on a 
lathe, carrying a machine hour rate of $2.75, we would 
say the overhead applicable to the individual shaft is $13.75 
(5 hours x $2.75). 


Under certain conditions it has been found desirable 
to use the weight of the material as the proration factor. 
In an iron foundry, for example, it is sometimes assumed 
that the overhead applicable to a product varies directly 
in proportion to the weight of the rough castings. In some 
industries the cost of direct material is the common de- 
nominator. In others, the combined cost of direct labor 
plus direct material (prime cost) is used as the basis for 
prorating overhead. In choosing bases for proration, the 
cost accountant must consider whether overhead is a func- 
tion of time, cost, weight, etc. He must then evaluate the 
relative merits of various available bases in relation to the 
convenience and expense of using them. I= actual practice 
it is generally advisable to use as a proration basis some 
factor (such as direct labor dollars) which is developed for 
another necessary purpose (payroll) rather than a new 
one which requires additional clerical effort and expense. 


The Answer to Your MONEY Problems 
is in this little Jewelry Box... 


NO INVESTMENT 
NO OBLIGATION 
WE FINANCE 
Unusual costume 
jewelry. Hand Made 
by physically handi- 
capped. SELLS ON 
SIGHT. Liberal 
PROFITS .. . Every- 
thing furnished. 


Ask to see samples, write to: 


HILLCRAFT, ROCKVILLE, INDIANA 
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fashion 
fun... 


A small cocktail hat, designed and made by Mrs. 
Mary Moore Smith, PITTSBURGH CHAPTER (Pitts- 
burgh, Pa.), may be worn in early spring or late 


winter. 


Eighteen 





Made of satin-finished leaves, this 
smart chapeau is trimmed with a small 
velvet rose and fine complexion veiling. 
Mrs. Smith used a nylon net frame and 
covered it with approximately 3 dozen 
leaves, stitched on by hand. Several 
leaves outlined with small seed pearls— 
in place of the rose—transforms the hat 


for winter wear. 


Including the lining and ribbon for 
the inside hat band, the approximate 
cost of the hat was $5.65. 
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COPYING MACHINE (232) 


The Copyflex Series 100 model, a com- 
pletely self-contained, high speed, desktop, 
direct copying machine is presented by 
Charles Bruning Company, Inc. It makes 
up to 300 exact black-on-white copies of 
one or many originals per hour, and copies 
material up to eleven inches in width by 
any length. Designed for convenient desk- 
top operation, it offers the all-purpose per- 
formance associated with machines ten 
times its weight and size. 





ONE GATEWAY CENTER 





PITTSBURGH 22, PA. 


¥ Gentlemen: 
I would like further information 
on the items circled below: 
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PHONAUDOGRAPH III (233) 


Compact, low-cost Phonaudograph III 
serves as both recorder and transcriber, a 
new development of The Gray Manufac- 
turing Company. As many as 12 users may 
use one central combination machine. Each 
dictator has on his desk an instrument re- 
sembling a telephone, with push buttons 
for controlling playback and marking of 
corrections and end-of-letters. When not 
being used for dictation, the secretary 
switches unit to the “transcribe” position. 
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"12 IN 1" RUBBER STAMP (235) 


Recently placed on the market is the new 
“12 in 1” rubber stamp by Douglas M. 
Homs & Company. Twelve of the most 
used mailing and banking phrases are 
easily “clicked” into position by simply 
turning a key. This multi-purpose stamp 
eliminates the bother of searching through 
a jumble of ordinary rubber stamps for 
the needed phrase. Its quality construction 
of the finest materials guarantees trouble- 
free use. Overall dimensions are 244” x 3”. 





“OFFICE PAL" (234) 


Designed for the office, but equally useful 
in the home, is this automatic envelope 
sealer with capillary moisture control. “Of- 
fice Pal” moistens and seals in one quick 
twist of the wrist. Ideal for one envelope 
or 1,000, the maker claims this sanitary 
sealer will seal over 1,000 letters on one 
filling of ordinary tap water. Manufac- 
tured by Cal-Plastics Manufacturing Com- 
pany, the “Office Pal” sealer may be used 
as an advertising gift item. 
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LEAD HOLDER (236) 


Koh-I-Noor Pencil Company, Inc. intro- 
duces a push-button holder for use with 
leads of all diameters in all degrees. The 
heart of the new holder is the Adapto- 
Clutch which tightly clutches leads of any 
diameter, from 9H to 6B, and is guaran- 
teed slip-proof against vertical pressure 
and turn-proof in all lead sharpeners and 
machines. This item features proper knurl- 
ing for easy gripping and has elegant styl- 
ing, perfect balance, and a rich finish. 
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WHAT’S BEING DONE 
IN THE WAR ON 
NEEDLESS NOISE 


OME years ago a popular song senti- 
mentally maintained that it’s like 
heaven to hear a baby cry. This may be 
debatable, depending a lot on whose 
baby is kicking up a ruckus. It may be 
music to mother, father and grand- 
parents, but sheer noise to the neighbors. 
Perhaps squalling babies are symboli- 
cal of one of today’s major problems— 
noise. As the post war crop of babies 
has increased by leaps and bounds, so 
has their cumulative noise. Similarly, 
as our population grows and our civili- 
zation becomes more mechanized, so 
grows our noise problem. 

Noise is ever present. We live in a sea 
of noise. It surrounds us daily—even 
nightly. People make a lot of noise. 
Traffic density increases and with it the 
cacophony of horns, exhausts, squealing 
tires and giant trucks. Typewriters, tele- 
phones, billing and duplicating ma- 
chines, mailing devices make the modern 
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Noises can bring about nervous indigestion—the 
Acoustical Materials Association states. So the next 
time you're troubled, maybe you can blame the 


noise instead of the cook! 


2. 
3. 


absorbing material. 


4. 


5S. 


office a noisy nightmare. Factories grind, 
toot and pound. Even the home with its 
radios, TV sets, crashing pots and pans 
and clatter of children is no longer 
man’s quiet refuge. The nights should be 
filled with music, but they're more likely 
to be laced with automobile horns, blar- 
ing radio and TV noises and the sound 
of parties through clouds of spiritus 
frumenti and tobacco smoke. 

Yes, it’s a noisy world and growing 
noisier, and few will dispute the fact 
that we should do something about it. 

Well, several national organizations 
have been trying to do something about 
noise for several years and a number of 
healthy industries whose sole job is to 
manufacture noise abating devices and 
noise absorbing materials are now in 
existence. The first is constantly trying 
to educate people to make less noise. 
The second seeks to reduce the noise 
after it has been made. 

This newest and most agreeable of 
the applied sciences—sound condition- 
ing—has burgeoned from a comparative 
novelty since the end of World War II 
into a cradle-to-the-grave necessity of 
everyday life, in industry, business and 
the home. 


New model cars are now using acoustical materials 
to cut down engine and road noises. 


Noise from machines and workers are being reduced 
by treating walls and ceilings of shops with sound 


A Pennsylvania town “sound-conditioned” the dog 
pound to mute all yapping of the canine inmates! 
Now both neighbors and dogs are “quietly” contented. 


Babies in hospitals, parishioners in churches, men in 
business, and wives in homes are realizing “No 
noise is good noise”—stop its origin—stop its spread. 


For in this tense mechanized age 
noise has become a national problem, 
a recognized contributing cause of ner- 
vousness, fatigue, inefficiency and gen- 
eral discomfort. “Shhhh!” has become a 
national watchword, with many cities 
waging year-round noise abatement cam- 
paigns. And as a corollary, the sound- 
absorbent acoustical tile, that increas- 
ingly familiar but still somewhat mys- 
terious noise blotter-upper, seems on the 
way to becoming a national symbol. 


It hovers overhead like a guardian 
angel. Most anywhere you go—in stores, 
offices, hotels, restaurants, schools, bow]- 
ing alleys, hospitals (the kitchens and 
dining rooms as well as nurseries and 
corridors) , auditoriums of all kinds, pub- 
lic buildings, factories, and clubs—from 
Coast to Coast, wherever people gather 
for business or relaxation, you can find 
an acoustical ceiling putting a soothing 
quietus on the hubub below. 

In Cleveland acoustical engineers ac- 
complished the miracle of making the 
train announcer’s words intelligible by 
covering a large skylight with acoustical 
tile. In New York open telephone 
booths lined with a similar material have 
been set up in the middle of subway 
platforms, islets of quiet in a sea of 
noise. In little Marion, Pa., the authori- 
ties even sound-conditioned the dog 
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pound to mute the yapping of the canine 
inmates and silence the protesting Citi- 
zens living nearby. 

Now the home too is coming in for 
acoustical attention, particularly in such 
spots as the kitchen, utility room, laun- 
dry, children’s playroom and rumpus 
room. In the living room, carpeting, up- 
holstered furniture and draperies usually 
provide enough sound-absorption to 
eliminate excessive reverberation, the 
gremlin that makes noise noisy. But a 
room like the compact modern kitchen 
can be a compact bedlam. 


Built-in sinks and cabinets, plastic 
sink and table-tops, porcelain enameled 
ranges and refrigerators, painted walls 
and waxed linoleum—these are all hard, 
smooth surfaces that reflect sound as a 
mirror reflects light. They intensify the 
clatter of pots and pans, electric mixers, 
automatic dishwashers, garbage disposal 
units and other such labor-saving equip- 
ment. As a result, such prized gadgets 
may defeat their own purpose and leave 
the bewildered housewife frazzled from 
the impact of all the racket. 


Residential builders have started 
sound-conditioning the potential noise 
areas in new homes and apartments and 
are experiencing an eager response from 
the home-buying and renting public. 
This in turn has further stimulated the 
demand for sound-conditioning in older 
buildings and the boom has reached the 
point where even the mail order houses 
are offering their customers acoustical 
tile. 
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The chief reason for this mushroom 
growth of mass-produced quiet is of 
course that sound-conditioning does 
prove effective. The noise level of a 
clattery office, for example, can be cut 
by 35% or more by covering the ceiling 
with acoustical tile of the correct effi- 
ciency. 

A large insurance company found 
its office force made an average of 25% 
less errors after the place was sound- 
conditioned. Sound-conditioning is also 
one of the least expensive operations 
in either the erection of a new building 
or the modernization of an old one. The 
post-war boom has accelerated itself by 
bringing down costs as production mul- 
tiplied, so that acoustical material prices 
are lower now than they were before 
Pearl Harbor. 

A recent bulletin of the Acoustical 
Materials Association, which represents 
the 14 largest manufacturers, lists and 
describes no less than 79 products, but 
the most common types are the familiar 
perforated 12” x 12” squares of wood or 
cellulose fibers, usually painted white, 
and the fissured tile of mineral wool or 
glass fibers which looks like a piece of 
flawed marble. The secret of their suc- 
cess—and of the various other materials 
as well—is their porous consistency, al- 
though like Marconi with the radio, 
most people don’t fully understand the 
process by which sound loses itself in 
them. 

But in general, this is how it goes: 

Sound is energy, traveling in con- 
centric waves like the ripples spreading 
out from a pebble you drop in a quiet 
pool. Only it travels in all directions and 
it travels fast, at about 1,120 feet per 
second. Out of doors it is quickly dis- 

persed, but in an enclosed space such 
as the kitchen the waves bounce off 
plaster, wood, masonry, glass and com- 





parable surfaces like a hail of rubber 
balls. 

They reverberate from wall to wall, 
to floor to ceiling, up and down, across 
and out until their energy finally dies 
out, which in a large room with little 
sound-absorption may take several sec- 
onds. This reinforces and prolongs the 
original sound and can magnify what 
may have been originally a tolerable 
sound into an insufferable din. 

But when sound strikes an acoustical 
material, instead of bouncing, it pene- 
trates—through the perforations or fis- 
sures—and as it struggles through the 
porous maze of fibers it literally wears 
itself out. Only a fraction of the original 
sound survives and emerges. So although 
there is no reduction of the noise at its 
source, the sound-conditioned room is 
quieter because of the elimination of 
reflected noise. 

The same sort of reverberation that 
makes for a noisy room is what causes 
the trouble in an auditorium with poor 
acoustics, where the sound of music or 
the speaker's voice is turned into an ex- 
cruciating jumble of echoes. It was in 
such an auditorium that the practical 
science of sound-conditioning was born 
at the turn of the Century, although no- 
body could foresee its implications at 
the time. 

The auditorium was the new lecture 
hall in the Fogg Art Museum at Har- 
vard University. It had been copied in 
every architectural detail from the pre- 
viously built Sanders Theatre, which had 
excellent acoustics, on the reasonable as- 
sumption that the lecture hall would 
likewise have excellent acoustics. But 
the lecture hall’s acoustics turned out to 
be very bad. The perplexed Harvard 

authorities finally called in one of their 
physics professors, the late Wallace C. 
Sabine, to find out what the matter was. 

Prof. Sabine compared the two rooms 
inch by inch and found them indeed 

(continued on page 28) 
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NEWS... 











Mrs. GENEVIEVE LENZ 


224 Fourth Street 
Niagara Falls, New York 


NORTHEASTERN DISTRICT 


BRIDGEPORT CHAPTER (Bridgeport, 
Conn.) started NSW with a seminar on 
May 22 and held a luncheon on May 24 
when Chamber of Commerce members 
honored their secretaries. Vivien Kel- 
lems, Stonington manufacturer, was 
guest. 

* * * 

BRISTOL CHAPTER'S (Bristol, Conn.) 
first “Boss of the Year” award was pre- 
sented to William E. Tracy of the Tracy- 
Driscoll Company at the Boss Night 
Dinner. John W. Tierney, special assist- 
ant to Governor John Lodge, was guest 


speaker. 


Officers of the WATERBURY CHAPTER 
(Waterbury, Conn.) were installed at 
the last meeting of the year at the Oak- 
dale Tavern in Wallingford, Connecticut. 

* * * 

“A Mountain Lion Hunt in Utah” 
provided the subject for a motion pic- 
ture presented by Orland R. Murphy, 
president of Electrical Windings, Inc., 
to members of the LAKE SHORE CHAP- 
TER (Chicago, Ill.) at the June meeting. 

* * * 

The ABRAHAM LINCOLN CHAPTER 
(Springfield, Ill.) under the chairman- 
ship of Mrs. Helen Johnson, the Chapter 
Procurement Committee, and Lucille 
Pflderer, member-at-large, installed a 


new chapter on June 8 in Decatur, IIl. 
* * * 


AMANUENSES CHAPTER (Evanston, 
Ill.) celebrated their eighth anniversary 
with the installation of new officers. 
The winner of the essay contest, “Why 
I Want to Be a Secretary,” was presented 
with the annual $25 award. 
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photographs reads from left to right. 


“Secrets for Secretarial Success” pro- 
vided the theme of an all-day institute 
conducted May 22 by ROCK RIVER 
CHAPTER (Moline, Ill.). Panel discus- 
sions included letter writing trends, 
poise, and good grooming, qualifications 
of a good secretary, and human relations. 
Panelists were Sam Workman, Work- 
man Service, Inc.; Doris Bates, person- 
nel director, March & McLennan; So- 
frona Smith, CPS, Bradley University, 
Peoria; and Chapter President Loraine 
Johnson, CPS. 


* * * 


A “Mother-Daughter Banquet” was 
held by the ABRAHAM LINCOLN CHAP- 
TER (Springfield, Ill.) on May 13 at 
which officers were installed. A bracelet 
with NSA emblem was given to Rose 
Baker for presenting the best talk of the 
past year. 

* * * 


Highlighting NSW for the TAWAsI 
CHAPTER (Fort Wayne, Ind.) was a 
dinner on Secretaries Day given by the 
local representatives of the Industry 
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Sponsoring Committee. Winifred Beeth 
was presented with an award of merit 
as the first woman in Fort Wayne to 
pass CPS. President Lois Portman ad- 
dressed business studentss at a dinner at 
Central High School. 


* * * 


At the annual installation dinner of 
DUNELAND CHAPTER (Gary, Ind.) six 
new members were initiated. Table deco- 
rations featured a large lamp of learning 
with a white candle entwined with roses 
and surrounded by smaller lamps. 

* * * 


The presentation of a $100 scholar- 
ship award to Marcia Anne Kilmer high- 
lighted the NSW dinner of the RIVER 
BEND CHAPTER (South Bend, Ind.). 
Prospective members were guests. 

* * * 


BEACON HILL CHAPTER (Boston, 
Mass.) celebrated Charter Members’ 
Night by initiating ten new members. 
On May 25 they enjoyed National Sec- 
retaries Night at POPS. Gladys Pitman, 
Secretary-of-the-Year, was photographed 





BERWICK CHAPTER (Berwick, Pa.) installation. Officers of the chapter, recently organ- 
ized by Pennsylvania State President Florence Litzenburger, are standing in the back- 


ground: Alberta Crouse, treasurer; Bette Anderson, vice 


resident; Winifred Marshall. 


corresponding secretary; Mrs. Phyllis Nungesser, president; Miss Litzenburger; and 


Mildred McHenry, recording secretary. 
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New officers of the DECATUR CHAPTER 
(Decatur, Ill.) installed on June 8 by the 
ABRAHAM LINCOLN CHAPTER (Spring- 
field, Ill.) are: (standing) Ferne Simpson, 
vice president and bulletin editor; Mrs. 
Frances Dial, recording secretary. (Seat- 
ed) Jean Hobbs, treasurer; Marie Robin- 
son, president; and Evelyn Personette, 
corresponding secretary. 


with Arthur Fiedler, conductor of the 
Boston Pops Orchestra, which honored 
them with the “Typewriter Song.” 

* * * 


The second birthday of the HURON 
VALLEY CHAPTER (Ann Arbor, Mich.) 
was observed at the installation dinner 
in June. 

* * * 

The May meeting of the DETROIT 
TRANSCRIPT CHAPTER (Detroit, Mich.) 
was highlighted by the presentation of 
achievement awards to three Detroit- 
procured chapters, the introduction of 
two of the chapter's three scholarship 
girls, the election of new officers, and 
the initiation of 24 new members. 


* * * 


Dr. C. J. Mumby, noted psychiatrist, 
addressed members of the PONTIOAK 
CHAPTER (Pontiac, Mich.) at the June 
meeting on the topic, “Mental Health of 
the Secretary.” 

* * * 

FRUITLAND CHAPTER (Benton Har- 
bor-St. Joseph, Mich.) on Mav 25 pre- 
sented a $50 grant to Mildred Steinke, 
who will continue her secretarial edu- 
cation at Benton Harbor Junior College. 

* * * 

At a Secretaries Day luncheon on May 
26 the CAMDEN CHAPTER (Camden, 
N. J.) presented Certificates of Out- 
standing Ability in Secretarial Studies to 
four senior girls from the four Camden 
high schools. In addition each girl re- 
ceived a check for $25 at her individual 
high school commencement evercises. 

* * * 


The HACKENSACK CHAPTER (Hack- 
ensack, N. J.) hit the editorial pages of 
the Bergen Evening Record with an 
outstanding editorial covering NSA, 
NSW, and the Hackensack Chapter. Of 
special note was the inclusion of the 
item that all secretaries in the area inter- 
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Jean Ivory of Binghamton, N. Y., 1952 
Democratic candidate for House of Rep- 
resentatives, addressed the members of the 
GLIDER CHAPTER (Elmira, N. Y.) at the 
second annual Boss Night in May. Seated 
are: Miss Ivory; Mrs. Marie N. Gorgas, 
New York state president; and Marie 
Hallahan, president. Standing: Mrs. Rose 
Charlap, vice president and general pro- 
gram chairman. 


ested in NSA need only write The NSA, 
care of Hackensack Postmaster. 
* * * 

Under the chairmanship of Jean M. 
Talbot, the NEWARK CHAPTER (New- 
ark, N. J.) observed NSW with a procla- 
mation by Mayor Leo P. Carlin. A Sec- 
retaries Day luncheon was held on May 
26, sponsored by the IBM Corporation. 
Guest speaker was H. W. Rees, Jr., as- 
sistant manager of the Electric Type- 
writer Division of IBM. 

* * * 


“Samples of the product” of the F. 
& M. Schaefer Brewing Company were 
given members of the BROOKLYN CHAP- 
TER (Brooklyn. N. Y.) following a tour 
of the company’s plant. A business meet- 
ing was held in the attractive Tap Room. 
Alice Gnam, chapter president, Marion 
Schoepfer and Alice Schilling, employees 
of the Schaefer Company, arranged the 
tour. 

* * * 

GLIDER CHAPTER (Elmira, N. Y.) 
has been selected as the hostess for New 
York State's 1955 Bowling Tournament. 
At the second Boss Night Dinner on 
May 19 Mrs. Marie Gorgas, New York 
state president, spoke on NSA and CPS. 
Principal speaker was Jean Ivory of 
Binghamton, 1952 democratic candidate 
for the House of Representatives, who 
spoke on the importance of public rela- 
tions. 

* * * 

Mrs. Stanley A. Weeks, wife of the 
former mayor of Jamestown, New York, 
addressed members of the JAMESTOWN 
CHAPTER (Jamestown, N. Y.) at one of 
the spring meetings. A business machines 
demonstration highlithted the meeting. 

* * * 

At the second annual Boss Night of 
the LOCKPORT CHAPTER (Lockport, 
N. Y.) A. A. Nodine was presented 


Chapter Honorary Membership for his 
unselfish service and assistance given to 
the members. Joan W. Vance, president, 
made the presentation to her boss. Lloyd 
F. McIntyre, Lockport High School prin- 
cipal, was the speaker of the evening, 
with Cassandra D. Waterman, NEVP, 
special guest. 
* * * 

Members of the WINIFRED E. SEGUIN 
MEMORIAL CHAPTER (Oneida, N. Y.) 
were guests of the Oneida Rotary Club 
at a luncheon during NSW. The mem- 
bers also received recognition in the 
Oneida Daily Dispatch for their contri- 
bution to the work of the Madison 
County Heart Committee. 

* * * 


National Secretaries Day was cele- 
brated by the FLOWER CITY CHAPTER 
(Rochester, N. Y.) at the Chamber of 
Commerce, featuring exhibits and dem- 
onstrations of the latest office equip- 
ment, movies, and fashions for the ex- 
ecutive. Janet Champney, CPS, was se- 
lected “Secretary of the Year.” 

* * * 


New officers of the COPPER CITY 
CHAPTER (Rome, N. Y.) were installed 
on June 16 by Ruth Grogan, treasurer, 
NYSO. Frank Y. Kreimendahl, plant 
manager of General Cable Corporation, 
addressed the group on “Personal Ad- 
justment in Human Relations.” 

* * * 


Mrs. Marie Gorgas, New York state 
president, officiated at the installation 
of the officers of the SCHENECTADY 
CHAPTER (Schenectady, N. Y.) at the 
June meeting. Boss Night was celebrated 
on May 27. 

* * * 

The STATEN ISLAND CHAPTER (Staten 
Island, N. Y.) heard an address by Mrs. 
Marie N. Gorgas, New York state presi- 
dent, at the May meeting. 


* * * 


CopI CHAPTER (Canton, Ohio) mem- 
bers have typed thousands of cards and 
envelopes for the American Cancer So- 
ciety. The chapter honored Secretary of 
the Year Mrs. Florence Harsh at a din- 
ner party. 

* * * 

The first secretarial course scholarship 
award of the CINCINNATI CHAPTER 
(Cincinnati, Ohio) was presented to 
Charlotte Ogier, who placed 19th in a 
class of 409. 

* * * 

Balloon faces representing different 
types of bosses were used to illustrate a 
talk on “Bosses” by Mrs. Mildred Tyrell, 
author of “All This and Income Tax,” 
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from the four corners of the NSA 








at the COLUMBUS CHAPTER (Columbus, 
Ohio) Secretaries Day Dinner. H. J. 
Ronk of IBM presented a brief message 
on “Secretaries.” 

* * * 

The third Ohio Secretarial Institute 
was held on June 8 by the COLUMBUS 
and DELAWARE CHAPTERS (Columbus 
and Delaware, Ohio) in cooperation 
with the Ohio State University. Dr. 
Estelle Popham, CPS Institute dean, 
was the featured speaker. 

* * * 

Members of the GENIE CHAPTER 
Lima, Ohio) appeared at Rotary, Ki- 
wanis, Optimist, Sertoma and Lions Club 
luncheons during NSW. The chapter 
also sponsored a program to which 
graduates from the high schools and 
business colleges were invited. 

* * * 

The MASSILLON CHAPTER ( Massil- 
lon, Ohio) has set up a library of refer- 
ence books, educational books, and fiction 
books, which will be available for cir- 
culation at the chapter's meeting place, 
the Massillon Woman's Club. 

* 


* * 

Chartered in July, 1953, the BUCKEYE 
CHAPTER ( Portsmouth, Ohio ) presented 
its first scholarship award of $350 to the 
University of Connecticut to Jackie 
Darlington. The Public Works and Serv- 
ices Committee has chalked up over 
200 hours on community service work, 
has furnished speakers at the local busi- 
ness and high schools, and has a sixteen 


voice chorus. 
. 7 . 


Twenty-eight members were added to 
the roster of the GLASS CITY CHAPTER 
(Toledo, Ohio) at the June meeting. 
The first scholarship award was made to 
Anita Reed to pursue her studies at the 
University of Toledo. A luncheon and 
style show featured NSW. 

* * 


* 

Florence Litzenburger, Pennsylvania 
state president, has added another gem 
to Pennsylvania's roster with the in- 
stallation of the BERWICK CHAPTER 
(Berwick, Pa.). Mrs. Phyllis Nungesser 


is president. 
* * * 


In the HARRISBURG CHAPTER'S 
(Harrisburg, Pa.) monthly bulletin, 
“Sketches,” each outgoing committee 
chairman submitted a summary of the 


progress made during her term of office. 
* * * 


A “live” television program featured 
the June meeting of the JOHNSTOWN 
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CHAPTER (Johnstown, Pa.) with par- 

ticipants being Olive Gillman, vice 

president, Phyllis Schrader, treasurer, 

and Dr. Dorothy C. Finkelhor, dean of 

Business Training College of Pittsburgh. 
* * * 


Carnation corsages were presented by 
NOMA to all members of the CONES- 
TOGA CHAPTER (Lancaster, Pa.) at the 
May meeting. Yetta Sachs from Mary 
Sachs Shop spoke on “Dressing from a 
Man’s Point of View.” 

* * * 

PHILADELPHIA CHAPTER (Philadel- 
phia, Pa.) has instituted a CPS Study 
Group which meets once a week. Speak- 
ers are men in the various fields of Ac- 
counting, Insurance, Law, and other 
phases covered by the CPS examination. 

* * * 

Virginia Eich, past president of the 
PAGODA CHAPTER (Reading, Pa.), was 
elected president of the Council of Civic 
Clubs of Reading. 

* * * 

Members of the WHITE ROSE CHAP- 

TER (York, Pa.) displayed their numer- 


ous talents at the June meeting. 
* * * 
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BILL DARBY CHAPTER (Fort Smith, 
Ark.) was represented by Virginia Gard- 
ner, chapter treasurer, at the annual 
“Career Day” activities. At the National 
Secretaries Day dinner Roy Gean, Jr., 
Fort Smith attorney, spoke on “The 
Importance of an Efficient Secretary” 
and read a letter from the President of 
Sebastian County Bar Association Charles 
A. Beasley expressing appreciation “for 
the things that secretaries do to make 
the running of a law office possible.” 
Fort Smith Chamber of Commerce Man- 
ager W. J. Slates also gave recognition 
to the secretaries in a letter, praising 
the local secretaries “who by the per- 
formance of their many scheduled and 
unscheduled duties have contributed so 
much to the development and growth 
of our city.” Other features of National 
Secretaries Week were a television pro- 
gram over KFSA on which Mrs. Ella 
Aiken and Mrs. Margaret Burton ap- 





peared, and a radio interview over 
KFPW in which Virginia Gardner and 
Helaine Oldham participated. 

* * * 


Members of LADO DEL RIO CHAPTER 
(Riverside, Cal.) entertained their bosses 
at luncheon in the Spanish Dining 
Room of the Mission Inn on May 21. 
Mayor E. V. Dales read his proclama- 
tion designating NSW for the city of 
Riverside. On May 26, Chapter Presi- 
dent Mrs. Carolyn Shinkle, who was 
chosen “Secretary of the Year,” was in- 
terviewed over Radio Station KPRO. 
On May 27, Mrs. Dorothy C. Dillman 
was installed as new president of the 
chapter. Highlights of the program were 
a talk on “Relation of the University 
and the Community” by Dr. John W. 
Olmstead, professor of history and chair- 
man of the division of humanities at 
University of California, and three vocal 
selections by John Gurney. Chapter 
members Mrs. Vernal Sellin, public re- 
lations chairman, and Elsie Epp, local 
public relations representative, attended 
the State meeting on May 22. 

* * * 

Members of BIG D CHAPTER ( Dallas, 
Tex.) served as The Secretariat to the 
City-County Civil Defense & Disaster 
Commission for the “Operation Alert” 
on June 14. “Caribbean Souvenirs,” a 
color film of the vacation opportunities 
in and around the Caribbean area, was 
presented by The Fred L. Haskett Travel 
Service and Delta C & S Air Lines at 
the chapter meeting on June 16. The 
film was preceded by a tape recording 
of a pilot and stewardess giving the in- 
formation they would normally give on 
a flight such as described in the film. 
A five-piece calypso band furnished the 
music for the evening. Past presidents 
were honor guests. 

* * * 

At the dinner meeting on May 26, 
in celebration of National Secretaries 
Week, SUBURBANITE CHAPTER (Hunt- 
ington Park, Cal.) was hostess to twenty- 
five seniors from high schools in the 
area. Nancy Sudduth of Downey Union 
High School was selected as the “Sub- 
urbanite Secretary of Tomorrow,” and 
was presented on the Jack Owens Tele- 
vision Show by Chapter President Edna 
Souder. C. L. Millman, chief of industrial 
relations of the Rheem Manufacturing 
Company, Aircraft Division, in Downey, 
delivered a talk on “So You Want To 
Be A Secretary.” 

* * * 

LAKE MERRITT CHAPTER (Oakland, 
Cal.) hostessed the second annual meet- 
ing of the California State Organization 
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Betty Sondergaard; Edna Souder, presi- 
dent SUBURBANITE CHAPTER (Hunting- 
ton Park, Cal.); C. L. Millman, chief of 
Industrial Relations of Rheem Manufac- 
turing Company, aircraft division, in 
Downey; Nancy Sudduth of Downey 
Union High School, chosen as the “Sub- 
urbanite Secretary of Tomorrow”; and 
Lois Allen, NSW chairman. 


at the Claremont Hotel in Berkeley on 
May 22-23 and elected State officers for 
1954-1955. Mrs. Jo Maes Knoerr, of 
Long Beach and past state president, 
donated a trophy which is to be pre- 
sented at the State Meeting each year 
to the chapter with the largest percent- 
age of attendance. When a chapter has 
won the trophy five times, a replica of 
the cup will be permanently presented 
to it. The trophy this year went to the 
SAN JOSE CHAPTER. 
* * * 

In May, officers of PELICAN CHAPTER 
(Shreveport, La.) were installed in a 
candlelight ceremony in the garden of 
Mrs. Hilda B. Ware. Mary Bronsell per- 
formed the beautiful ritual of the in- 
stallation ceremony and Mrs. Pat Cal- 
cote initiated new members. Agnes 
Lacey, retiring president, was presented 
with a gift. Margaret Galvin presided 
at the punch bowl. Pelican Chapter re- 
ports that the NOLA CHAPTER (only 
six months old) was instrumental in 
securing the Governor's proclamation of 
NSW. 

* * * 

Officers of NOLA CHAPTER (New 
Orleans, La.) who had served since the 
chapter was formed some six months 
ago, were unanimously reelected in May 
and installed at the monthly supper 
meeting in June. They are: Mrs. Vir- 
ginia Bordelon, president; Mrs. Bette 
Bergman, vice president; Dorothy Gus- 
tafson, recording secretary; Janice Bar- 
rett, corresponding secretary; and Rose- 
mary Imhoff, treasurer. 

* * * 

At the Boss Night Banquet of the 
ANACACHO CHAPTER (San Antonio, 
Tex.) Harry D. Jersig, president, Lone 
Star Brewing Company, was crowned 
“Boss of the Year,’ and Patricia Kurtz, 
secretary to Harry Evons of the Arthur 
Murray Dance Studio, “Secretary of the 
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Texas-Louisiana-New Mexico State Offi- 
cers: Mrs. Eleanor Lavelle, president, Port 
Arthur, Texas; Mrs. Lucile Kelly, vice 
president, Fort Worth, Texas; and Vir- 
ginia Bell, secretary, Dallas, Texas, at a 
tea given by TRINITY CHAPTER (Fort 
Worth, Texas), honoring Lucile. 


Year.” A scroll was presented to each. 
Highlight of the evening was the pre- 
sentation of scholarships to local stu- 
dents. Tillie Del Valle and Mary Catha- 
rine Keller received the Business College 
scholarships and Dolores Olithant the 
Charm School Award. 


* * * 


HOUSTON CHAPTER (Houston, Tex.) 
reports the resignation, due to serious 
illness, of Mickey Aldrich, a CPS, who 
served only nine days as president of the 
chapter, and the election of Ruth Wil- 
liams to serve in Mickey’s place. 

* * * 


National Secretaries Week was opened 
by TRINITY CHAPTER (Fort Worth, 
Tex.) with a tea at the Hilton Hotel 
in honor of Lucile Kelly, chapter mem- 
ber and State vice president. 

* * * 


Members of TOWER LIGHTS CHAPTER 
(Austin, Tex.) started NSW by attend- 
ing church in a group, lunching together, 
and attending an open house given as a 
“going-away” gesture by one of the 
members who is being transferred. On 
National Secretaries Day officers were 
elected at a business meeting held in 
the garden of Lutie Ruth Carter, and a 
2-year scholarship awarded to Gloria 
Prado, a June high school graduate, fol- 
lowed by a barbecue and social hour. 
Bridges Furniture Store, who honored 
the chapter last year, held open house 
and announced that this will be an an- 
nual feature of NSW in Austin. In June 
Mrs. Lorene Bolt, former National “Sec- 
retary of the Year,” was installed as 
president. Special guest was Dr. Ruth 
Anderson of North Texas State College, 
Denton, Texas, associate dean of the 
Institute for Certifying Secretaries. 

* * * 

Dr. Irene Place gave an interesting 
talk on “Potentialities” at the ninth an- 
nual Boss Night dinner of WESTPORT 
CHAPTER (Kansas City, Mo.). She in- 





quired of the bosses present whether 
they were taking advantage of the man- 
agement potential of the women in their 
organization or if they were holding 
back through custom or indifference. 
At the beginning of NSW Mayor Wil- 
lian E. Kemp issued an official procla- 
mation. Several special luncheons were 
arranged with different Clubs, at which’ 
Mrs. Ruth Ruth spoke on NSA and CPS, 
Mrs. Doris Hecker made a speech, and 
Mrs. Helen Peterson, president-elect of 
Westport and Mrs. Lucille Boring were 
members of a discussion panel. News 
articles appeared in the Kansas City Star 
concerning NSA activities, and Mrs. 
Ruth and Mrs. Irene Lage were inter- 
viewed on WHB-TV. ‘A luncheon on 
National Secretaries Day for members 
and guests was held at the BPW Club. 
IBM sent American Beauty roses, and 
representatives from Underwood Cor- 
poration attended and passed out sou- 
venirs. One leading department store 
paid tribute to the “First Lady of Ameri- 
can Business” with a window display. 
* * * 


Secretaries attending the Missouri 
State meeting, held at Hotel Chase May 
21-23 and hostessed by the St. LOUIS 
CHAPTER (St. Louis, Mo.) were priv- 
ileged to view an “Ultra-look in Office 
Styles,” worn by Miss St. Louis Press 
Photographer's Queen and Miss Missouri 
in the Atlantic City Beauty Pageant, 
Laura Jane Holmes, and to visit Anheu- 
ser-Busch’s Brewery and to see the 
famous Busch horses. Speaker at the 
banquet was John C. Faris of the Union 
Electric Company of Missouri. Lelah 
Johnson of JEFFERSON CITY was chosen 
as Miss Secretary and crowned with a 
very ornate tiara. Guest at the brunch 
on Sunday morning was Dr. Irene Place 
who was in St. Louis to autograph her 
book “The Road to Secretarial Success.” 
Retiring State President Mary Margaret 
Glennon installed the new State officers. 

* * * 
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NSW in Washington, D. C., was a tri- 
chapter affair with CAPITAL, PRESIDEN- 
TIAL, and EXECUTIVE CHAPTERS com- 
bining their efforts. Fifty top secretaries 
from government, industry, and educa- 
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tion were invited to a tea early in the 
week with Lt. Cdr. Beatrice V. Ball of 
the U. S. Coast Guard as guest of honor. 
A fashion show by a local department 
store highlighted the afternoon. Ellen 
Carey, acting president of the Del-Mar- 
Dis Division of NSA, was MC. at a 
banquet on Secretaries Day. Guest speak- 
ers were Dr. Samuel M. Brownell, U. S. 
Commissioner of Education, Congress- 
men John D. Saylor (Pa.) and Timothy 
Sheehan (Ill.), and Elizabeth Fairall, 
vice president of Julius Garfinckel & Co. 

A secretaries’ luncheon afforded 
another occasion for a fashion show. 
Spot announcements concerning the sec- 
retary and her position in the business 
world made by the Vice President, the 
Speaker of the House, and others were 
presented over radio and TV. A skit by 
Wilhemina Mikusinski of Presidential 
Chapter showing how a secretary assists 
her employer's wife was one of several 
TV presentations. Lois Mear of Execu- 
tive Chapter discussed CPS on a radio 
program designed for government em- 
ployees. NSA members attended an as- 
sembly hour at the Washington School 
for Secretaries and spoke on NSA and 
CPS. Eunice Graham of Capital Chapter 
presented prizes to two of the student 
winners in her chapter's essay contest. 

* * * 


Roger Deas, public relations repre- 
sentative for the American Can Com- 
pany, flew down from New York to 
speak on “The Secretaries’ Role in the 
Business World” at the May meeting of 
OLD DOMINION CHAPTER (Richmond, 
Va.). On May 21 and 22 the chapter 
directed its third annual speed typing 
contest sponsored annually by Miller and 
Rhoads, Inc. Soundscriber Corporation 
entertained the “downtown” members 
at a luncheon at Gruenwald’s on Secre- 
taries Day. The Underwood Corporation 
presented each guest with a gold “U” 
type bar pin. 

* * 

In June Mrs. Lib Vanhoy, retiring 
president of O. HENRY CHAPTER 
(Greensboro, N. C.), entertained for 
the new officers with an informal open 
house. Special guests were Jane Ger- 
ringer, the 1954 scholarship award win- 
ner, Louise Weyl and Miriam Secor of 
Woman's College of the University of 
North Carolina, Irene Murray and Mrs. 
Leita Rhodes of CHAIRTOWN CHAPTER 
(Thomasville, N. C.). At the June meet- 
ing Mrs. Z. V. Conyers, an authority on 
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parliamentary law, gave an interesting 

talk on the subject and conducted a 

lively discussion afterward. Six members 

of this chapter and two members of the 

“Henry O. Chapter” (husbands of mem- 

bers) attended the National Convention. 
* * * 


DURHAM CHAPTER (Durham, N. C.) 
enjoyed a discussion by Carl Sapp, gen- 
eral manager of the Durham Chamber 
of Commerce, on the “Expansion of 
Business in Durham,” including mention 
of the tobacco industries, Duke Univer- 
sity, and their several hospitals at the 
June meeting. Following the installation 
of officers Katherine McGranahan, re- 
tiring president, was presented with a 
silver cake server. 

* * * 

The highlight of NSW in Thomas- 
ville, (N. C.) was the Open House at 
which CHAIRTOWN CHAPTER enter- 
tained employers and their wives and 
secretaries of the city in the Hostess 
Room of the Guilford Dairy Bar. A 
cake with a single candle marked the 
chapter's first anniversary. On Secre- 
taries Day two NSAers participated in 
a radio interview honoring The National 
Secretaries Association. 

* * * 

NSAers of GREENVILLE CHAPTER 
(Greenville, S.C.) were in the midst of 
a most glamourous occasion in June 
when Don Ameche was master of cere- 
monies at a benefit performance for the 
United Cerebral Palsy Drive for the 
county. The televised event ran from 
ten o'clock on Saturday evening until 
early Sunday afternoon and raised 
$80,000. NSA members worked in eight- 
hour shifts serving snacks to the stars 
and other workers. 

* * * 

Mrs. Mary Hilburn, retiring president 
of SAVANNAH CHAPTER (Savannah, 
Ga.), installed the new officers at a 
meeting in the Hotel DeSoto. The presi- 
dent’s pin and chapter gavel were pre- 
sented to the new president, Mrs. Rose 
Merritt, who in response presented the 
past president’s jeweled gavel to Mrs. 
Hilburn. Guests included George Eden- 
field, who showed colored movies of the 
chapter's fashion show and smorgasbord 
at the Hotel General Oglethorpe during 
NSW, Mrs. J. Newton Jones, and Ann 
Brogdon of Washington, D. C. A report 
was made by Mrs. Elizabeth Enecks, 
chairman of the civic committee, that 
25 members had given three nights a 
week to the United Community Service 











Mrs. Laverne Brandt, president of CON- 
FEDERATE CAPITOL CHAPTER (Montgom- 
ery, Ala.); Mrs. Katie Barnett, mayor’s 
secretary; and Mrs. Frances Jones, chair- 
man of NSW, take notes as His Honor, 
Mayor W. A. Gayle, proclaims NSW. 


Project, working three hours each night. 
The chapter has received recognition 
and prestige for this participation as a 
professional group. 


* * * 


Retiring President Mrs. Robert Brew- 
er cut the cake at the second anniversary 
of the GULF-TO-BAY CHAPTER (St. 
Petersburg, Fla.) at the Wedgewood 
Inn. Incoming officers were installed. 


* * * 


OSCEOLA CHAPTER (Clearwater, 
Fla.) entertained for prospective mem- 
bers at a membership punch party at 
the home of its president, Eleanor Rob- 
bins, on the first day of NSW. Stella 
Spaulding, CPS, was interviewed by 
Shirley Hughes on her radio program on 
Secretaries Day. The chapter entertained 
bosses at a career and business girls 
luncheon and fashion show at the Fort 
Harrison Hotel on May 26. Installation 
of officers and initiation of new mem- 
bers were inspiring ceremonies on Fri- 
day evening. Seven high school seniors 
with the highest grades in stenography 
were entertained the same evening. 


* * * 


MALABOUCHIA CHAPTER (Jackson, 
Miss.) initiated NSW with a tea on 
Sunday afternoon honoring Mrs. Stevie 
Flinn, the chapter’s Secretary of the 
Week, and Marguerite Dodds, SEVP. 
Secretaries Day was climaxed with a 
banquet at the Walthall Hotel honoring 
all secretaries. During the week chapter 
members appeared on TV and radio 
shows, merchants devoted their windows 
and newspaper advertising to NSW, two 
new members were received, and Mill- 
saps College arranged another CPS 
course. 

* * * 


CLEVELAND CHAPTER (Cleveland, 
Miss.) installed on May 22, will be 
hostess to the state meeting in 1955. 
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Employers of Greensboro, N. C., honored 
their secretaries with a banquet at the 
Greensboro Country Club on National 
Secretaries Day. At the head table are Ed 
Cabaniss, local honorary chairman, NSW; 
Janie Graham, his secretary; John Harden, 
vice president of Burlington Mills Cor- 
poration and speaker for the occasion; 
Neva Dail, his secretary. Standing are 
Juanita Ramsey, incoming president; and 
Elizabeth Vanhoy, retiring president, O. 
HENRY CHAPTER. 


NSW was one of varied activities for 
CONFEDERATE CAPITOL CHAPTER 
(Montgomery, Ala.). Members appeared 
on a number of radio and TV shows; 
incoming officers were installed at a 
luncheon on Secretaries Day. NSAers 
modeled lovely clothes in a fashion show 
on Thursday evening. Mrs. Matye Wil- 
kinson, chairman of education, has ar- 
ranged for weekly study groups for the 
summer preparatory for the CPS exam- 
ination in the fall. 

* * * 

Installation of the officers of GADSDEN 
CHAPTER (Gadsden, Ala.) was held on 
June 4; several talented members pre- 
sented a delightful program. Eight days 
later the new officers earned thirty dol- 
lars in a rummage sale on the hottest 
day of the year! 

* * * 

Name-O-Bingo was a delightful suc- 
cess as a “get acquainted” game at the 
first annual Boss Night Dinner of the 
OAK RIDGE CHAPTER (Oak Ridge, 
Tenn.) at which the bosses’ wives were 
also guests. Each secretary crowned her 
boss “Boss of the Year.” Guest speaker 
Dr. Ruth Stephens of the University of 
Tennessee History Department discussed 
“The Crisis in Indo-China.” President 
Margaret Stewart was selected “Secretary 
of the Year.” She spoke on NSA and 
CPS. A short skit by six members pro- 
vided chuckles in proving “It Shouldn't 
Happen to a Boss.” 

* * * 

Four new members have been wel- 
comed to FRANKFORT CHAPTER ( Frank- 
fort, Ky.), three as a result of being 
entertained at an informal tea where 
NSA and CPS were explained. Enter- 
tainment for the second annual Boss 
Night Dinner in June was patterned 
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after a TV panel with slight variations 
—‘“We've Got a Secret,” “Who or What 


I'd Like My Secretary to Be,” among 


others. 


HELEN PARILEK 


2235 St. Mary’s Avenue 
Cox Ave. Apts. #317 
Omaha, Nebraska 


NORTHWESTERN DISTRICT 


TEEPEE CHAPTER (Pocatello, Idaho) 
observed its second annual Boss Night 
with a banquet in the Bannock Hotel. 
Guests were greeted by President Daryl 
Gregersen who presented a short dis- 
cussion on the aims and hopes of NSA. 
G. Nicholas Ifft, editor of the Idaho 
State Journal, was a very capable master 
of ceremonies. Unique place cards of 
cleverly sketched likenesses of each of 
the bosses set in a base of three gold 
links, depicting loyalty, understanding, 
and cooperation, were a pleasant sur- 
prise to the guests. A gold trophy was 
presented to the “Boss of the Year,’ 
Judge Darwin Brown. Basis for the 
award was the boss's contribution to 
civic and community work and to NSA. 
Beatrice Suarez, a native of Colombia, 
South America, entertained the group 
by playing the tiple and singing South 
American songs. 

* * * 

Members of GREELEY CHAPTER 
(Greeley, Colo.) were entertained by the 
Colvin Club and Pi Omega Pi Frater- 
nity of the business school of CSCE at 
a reception in observance of National 
Secretaries Week. A picture story of a 
“Typical Day” in the life of a secretary 
at home, office and play was featured 
in the Greeley Sunday Tribune. 


* * * 
















Jennevie Froistad, member of the CPS 
Institute and chairman of the Qualifica- 
tions Committee, and Joy Johnson, 1953- 
54 national Secretary of the Year, both 
of St. PAUL CHAPTER (St. Paul, Minn.) 
were guest speakers at a meeting of 
BADGER CHAPTER (La Crosse, Wis.). 
Joy gave a resume of some of her ex- 
periences as Secretary of the Year and 
Jennevie spoke on the CPS program. 
The visitors then conducted a CPS panel. 

* * * 

The Fourth Annual Boss Night Din- 
ner of NEBOMA CHAPTER (Omaha, 
Neb.) was held in the Athletic Club. 
Employers and their wives were invited 
to cocktails and dinner with a total of 


seventy-two attending. Ann Pence, pan- 
tomimist, and the “Melody Mugs,” a 
barbershop quartet, furnished the enter- 


tainment. 


* * * 





New officers were installed at the 
June dinner meeting of OREGON TRAIL 
CHAPTER (Portland, Oregon.) . A fitting 
finale to an enjoyable meeting was a 
movie featuring the scenic Northwest 
Empire, shown by Myles Ruggenberg 
of the Civil Aeronautics Administration. 
* * * 

Sioux City’s Centennial and the tenth 
anniversary of the founding of SIoux 
CHAPTER (Sioux City, lowa) were cele- 
brated jointly at the annual June birth- 
day dinner held at thé Warrior Hotel. 
Displays of antiques and centennial sun- 
bonnets and dresses worn by the mem- 
bers provided special color to the festivi- 
ties. The program topic was “The Settle- 
ment of Sioux Colony.” Mrs. Margaret 
Fretheim, charter member, spoke on 
“Our Journey in the Wagon Train”; 
Jean Patterson told of accomplishments 
and experiences through the years in 
“We Were Just Prospectin’”; and Mrs. 
Frances Youngblade listed the year's 
new members in a humorous poem, “Just 
Explorers.” Mrs. Frances Mikklesen, re- 
tiring president, installed the new offi- 
cers for the ensuing year. 

* * * 

In honor of National Secretaries Day 
and Week MT. RAINIER CHAPTER (Ta- 
coma, Wash.) and the office equipment 
companies, namely, Remington Rand, 
Inc.; Royal Typewriter Company; Dic- 
taphone Corporation; Underwood Cor- 
poration; and International Business Ma- 
chines, Inc., held a joint banquet at the 
Tacoma Country Club. Members of the 
chapter invited their bosses and the 
equipment men brought their secretaries. 
A social hour was sponsored by the 
equipment companies. On National Sec- 
retaries Day KMO Radio and TV Sta- 
tion sponsored a 15 minute program. 
Chapter member Mrs. William Bauer 
and Marvin Munion, branch manager 
of the Dictaphone Corporation of Ta- 
coma, appeared on the TV show. 

* * * 


MOUNTAINVIEW CHAPTER ( Fort Col- 
lins, Colo.) elected Alice Seeley presi- 
dent for the year 1954-55. 


* * * 


On the agenda for the May meeting 
of MINN-ARROW CHAPTER (Duluth, 
Minn.) was the initiation of three new 
members and the election of 1954-1955 
officers. Secretarial services were do- 
nated to the “Over 65 Hobby Show.” 
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New officers of AK-SAR-BEN CHAP- 
TER (Omaha, Neb.) were installed at 
the June meeting by Mrs. Irene Brady 
Nelson, first National President and a 
charter member of Ak-Sar-Ben Chapter. 
Mrs. Lily Okura, immediate past presi- 
dent, initiated two new members. 

* * * 

Events taking place at the June meet- 
ing of CASCADE CHAPTER (Salem, Ore.) 
were the installation of officers and the 
presentation of a $150 scholarship award 





Participating in the installation ceremonies 
for the MT. RAINIER CHAPTER (Tacoma, 
Wash.) were: Mrs. Halcyon Medberry, 
president of OLYMPIA CHAPTER; Mrs. 
Joseph Wasalino, president, MT. RAINIER 
CHAPTER; R. M. Snider, president of Ta- 
coma Chapter of NOMA; Mrs. R. M. Sni- 
der; and Mrs. Harold Porter of Seattle, 
president of the Washington State Organ- 
ization. 





PUGET SOUND CHAPTER (Bremerton, 
Wash.) observed National Secretaries 
week by according honor to its chosen 
secretary of the year, Mrs. Bruce Lowe. 
From left is Rear Adm. H. N. Wallin, 
PSNS, for whom Mrs. Lowe is secretary; 
Mrs. Lowe; Mrs. William Numbers, chap- 
ter president; and Mrs. Frank Beals. 
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to Patricia MacGregor, a high school 
graduate, who plans to enroll in the 
Williamette University to further her 
secretarial career. “Hats Off to the 
Bosses” was the theme of the annual 
bosses’ day breakfast held in observance 
of National Secretaries Week. 
* * * 


PIKES PEAK CHAPTER (Colorado 
Springs, Colo.) installed their new offi- 
cers and initiated one new member at 
the June meeting. 

. + * 


“Hysteria” and “Mr. Wump” were 
pantomimed by Frances Stropes and 
Golding Fairfield to the accompaniment 
of an Auto-Typist synchronized to an 
IBM typing the “Typewriter Song” re- 
corded by LeRoy Anderson as the open- 
ing of the program at the Denver Senior 
Chamber of Commerce weekly luncheon 
on May 7. Approximately 350 Chamber 
members then listened attentatively to 
a half-hour symposium presented by the 
Denver NSA Coordinating Council for 
EVERGREEN and COLUMBINE CHAPTERS. 
The symposium was written and de- 
livered by Minetta Miller, Libby Faust, 
Marguerite McCullough, and Mrs. Mary 
Ellen Brickner. This symposium has also 
been presented before the Denver Fed- 
eral Personnel Officers and secretaries 
at the Veterans Administration Hospital. 
In order to acquaint chapter members 
with the fine work being done by the 
Denver NSA Coordinating Council in 
selling the NSA and CPS programs to 
Management, the symposium was also 
the highlight of the June meeting of 
Evergreen Chapter with members of 
Columbine Chapter as guests. Congratu- 
lations to those Denver gals who are 
finding this ambitious program is pay- 
ing off with fine results in impressing 
Management of the high standards and 
capabilities of secretaries. 

* * * 


Installation of officers and initiation 
of a new member featured the June 
meeting of PIONEER CHAPTER (Fre- 
mont, Neb.). 

* * * 

At the June 15 meeting TALL CORN 
CHAPTER (Council Bluffs, Iowa) held 
its Mother-Daughter Banquet and in- 
stallation of 1954-55 officers. Guests 
also included members of AK-SAR-BEN 
and NEBOMA CHAPTERS (Omaha, 
Neb.). A program of piano, vocal, and 
dance numbers preceded the installation. 





COMING---THE 
QUIETER LIFE 


(continued from page 21) 


identical except in one respect: the 
theatre had seat cushions, the lecture 
hall had none. Could the seat cushions 
make so much difference? They could 
and did. When he removed them from 
the one room to the other he transferred 
the good acoustics with them. They were 
just sound-absorbent enough to elimi- 
nate the excess reverberations. 


Professor Sabine continued his in- 
vestigation and soon became intensely 
interested in the science of sound and 
what could be done to control it. Al- 
though such early physicists as Sir Fran- 
cis Bacon knew something about sound, 
little serious study had been made of its 
behavior, and practically none on how 
to control it. Hence, Professor Sabine 
was really a pioneer in this field, and 
from his early studies grew the new 
science of acoustics and methods for 
controlling sound. 

Now comes the $64 sound-condi- 
tioned question. What can the individual 
do about noise? First, he can make less 
noise, personally and with whatever ma- 
chine, appliance or device he is using. 
He can—and should—make sure that 
these wonders of the mechanical age are 
in good working condition. Next, in the 
case of machines, they should be isolated 
by a sound barrier or placed in a remote 
part of the building. Resilient mountings 
under heavy machines also will eliminate 
noise and vibration. In the home, or 
office, much noise can be absorbed by 
upholstered furniture, drapes, and rugs. 
Outside noise can be prevented from 
causing discomfort indoors by sealing 
windows and doors. Last, but by no 
means least, sound can be absorbed by 
the installation of acoustical materials 
on the ceiling or walls. This is very ef- 
fective in office space, lobbies, audito- 
riums, restaurants, churches and other 
places where people gather to work, en- 
joy themselves or meditate. It also has 
become a popular feature of modern 
homes where modern people want the 
benefits of serene surroundings. 

Modern science might one day dis- 
prove Mark Twain's wry observation that 
everybody talks about the weather but 
nobody does anything about it. People 
still talk a lot about noise but, on the 
other hand, scientists and engineers have 
done some very definite things about 
that nuisance. 


The Secretary 


























YOU ARE A SCREEN ... 


You protect your chief from the inter- 
ruptions and details which he considers 
unimportant and you check first to make 
certain which these are. You guard him 
from people he doesn’t want to see, 
appointments he doesn’t want to make, 
details and routine work he doesn’t want 
to attend to. And you keep checking 
to make sure you are doing right. 


The Secretary 


YOU ARE TRULY HUMBLE! 


Arrogance is the privilege of little peo- 
ple. The more important an executive, 
the more gracious, considerate, and 
democratic he is. The same ought to be 
true of his secretary. Your job is so big 
you cannot afford to be haughty. Be 
indispensable . . . but don’t let on you 
think that you are! 














YOU HIDE YOUR LIGHT... 


If you originate a good idea, you give 
the credit to your boss because you know 
when he advances, you advance with 
him. You give credit to others when it 
is due . . . sometimes when it is not, 
just to keep them happy. You never 
“steal the show” because you don’t have 
to . . . without your shouting it, word 
gets around that you are GOOD. 











YOU ARE A CLAM! 


You are silent about your own personal 
troubles . . . about office feuds and gos- 
sip. Above all, you are silent where busi- 
ness is concerned. This is a MUST if you 
are to be trusted. You never talk about 
your boss’s business affairs to people 
who should not know them, or about any 
business matter outside the office. 


























(Excerpts from Remington Rand’s 
“How To Be A Super-Secretary.’”) 


Twenty-nine 











Of course, knowing a rich, handsome young 
lawyer is about as much as amy secretary needs 
to know about law! At least to get a start, 

that is. Then she has to know about the law 

in order to handle the lawyer. 


Seriously, the articles “Law for the Secretary” 
have been compiled into book form, revised, re- 

: edited and indexed. You will find easy doses 
of the basic law on Contracts, 

Corporations, Wills, Partnerships, Real 
Estate and assorted and miscellaneous tid-bits. 


There are lots of illustrative cartoons, to use 
the term loosely. SECRETARY LAW will make 
a nice gift for anyone, especially you! 


What should every good 


Secretary know about Law? 
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